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PREFACE

This document represents a complete compilation of instruments used

by the University of Georgia Project R.O.M.E. (Results Oriented

'lanagement in Education) staff to field test the Georgia Principal

Assessment System in order to validate high priority principal competencies

and performance indicators during the 1974 - lq75 project year. This

document supplements the main ;,rJject report, the Verification and

Validation of Principal Competencies and Performance Indicators, Assessment

Design--Ptocedures--Instrumentation--Field Test Results, which describes

the development and selection of the instruments compiled here. The

complete project report comprises three volumes. The first volume

contains a description of research and development activities related to

the following products: 1) the generation of performance indicators

of public school principal competencies; 2) a report of a statewide survey

utilizing practicing school principal judgments to develop a set of

high-priority competency indicators; and 3) a report of the results of

field testing the Georgia Principal Assessment System to validate

hi0-prioritv administrator competencies and performance indicators

against meaningful school outcome measures. The second volume contains

data appendices to accompany the final report (volume I).

iv
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APT :T)IX A

The :Iv Shool Inventory
and PITS - Student

Form Items_

("How Often"
and "Um, T1e]1") Administered

To Elementary
Students
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Student Ila(..1-,(Trcand Irror.,at-i.-sn--

Ilarp`of School--
Sex rale

Age

Female

Grade

ro you li.I.e school.? 1 yesL-...--

I ,. no---...-
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NY SCHOOL

DIRECTIONS

School

SEX MALE FEMALE

(cheTT-11710

This is not a test. The questions inside are to find Out what your school is
like. Please answer all the questions.

Each sentence is meant to aescribe your schOol. If you agree with the sentence
circle des. If you don't agree with the sentence, circle no.

EXAMPLE

ri

1. Most children in the Se,00l are Food friends.

If you think that most children in the school are Food friends.
circle the yes like this:'

1. Most children in the school are Food friends.

If you do not think that most children in the school are
good friends, circle the no like this:

Circle
Your

Answer

Yes No

(E) . No

1. Most children in the school are Food friends. Yes

_Now turn the page and answer all the questions about your school.

19
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Circle
Your

Answer

1. The pupils enjoy their school vorkin ny school. Yes No

2. Children are always fighting with each other. Yes 'Jo

3. The same people always do the best work in my school. Y 4.-c4 No

4. In my school the work is hard to do. Yes No

5. My best friends are in my school. Yes No

6. Some of the children in my schoo] are lean, Yes No

7. Most pupils are pleased with my school. Yes No

8. Children often race to see who can finish first. Yes No

9. Many children in ny school play together after school. Yes No

10. Most children can do their schoolwork without help. Yes No

11. Some pupils don't like '7W school. Yes No

12. Most children want their work to be better than their
friend's work. Yes No

13. Many children in my school like to fight. Yes No

14. Only the smart people can do the work in nv school. Yes No

15. In my schcol everyhody is my fricrld. Yes No

1 IL
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16.

17.

C

Most of the children in my school enioy sch,Jal.

Some pupils don't like other pupils.

Circle
'our

Answer 4,4

No

No

__
Yes

Yes

18. Some pupils feel bad when t,ey do not do as well as others. Yes No

19. In my school I like to work with others. Yes No

20. In my school all the pupils know how to do their schoolwork. Yes No.

C.

21. Most children say my school is fun. Yes , No

22. Some people in my school are not my friends. Yes No

23. Children have secrets with other children in my school. Yes No

24. Children often find their work hard: Yes No

25. Most children don't care who finishes first. Yes No

26. Some children don't like other children. Yes No

27. Some pupils are not happy in my school. Yes No

28. All of the children know each other well. Yes lo

29. Only the smart pupils can do their work. Yes No

30. Some pupils always try to do their woz'k better than the
others. -, Yes No

0
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Circle
Your

Answer

31. Children seem to like my school. Yes NO

32. Cerfair pupils always want zu have their own way. Yes No

33. All pupils in my school are close friends. Yes No

34. Many pupils in try school 'say that school is easy.' Yes No

35. In my school some pupils always want to do hest. Yes No

36. Some of the pupils -don't like my school. Yes No

Childelen in my school fight a lot. Yes No
O

36., All of the pupils in my school like one another. Yes No

39. Some pupils always do better than the rent of the pupils in
in my school.

Yes No

40. Schoolwork is hard to do. Yes No

41. Certain pupils don't Pike what other-pupils do. Yes' No

42. A few children in my school want to be first all of-'the time. Yes No

43. my schc-,1 is fun.
Yes lqo_

44. Most of the pupils in my school know how to do their work. Yes No

45. Chi wren in my school like each other as friends. Yes No

13



HOW OflEN NY PR1MCIFAL OJE:S THIUGS

1. My principal talks with me lbout
things I like to do.

2. My principal meets with ravens
and children to plan what we
learn in school.

.41.muf:t

Never

Almost

, Never

1

Almost
Never

Sometimes

0

A7mosi
Always

2 3

Fomettwee

Sometimes

Almost
Always

3

Almost
Always,

3. My principa:. talks with children
about why they misbehave. 1 2 3

4. P.:1, principal talks with children

about what will happedif they
misbehave.

5.. My principal talks with children
during lunch and free time.

14

Almost
Never

1

Almost
Never

Sometimes
AlmoSt
Always

2 .3

Sometimes
Almost
lwaxs

3
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HO P21NC:FAL Liff.CS

6. My principal treats children alike
when they break rules.

7. My principal tells us ;,ow important

nl-s,t Almost

Never Sor.etimrs Always

1 2

Almost
Never Sometires

Almost
Always

it is to come to school every day. 1 2 3

Almost
Never Sometir,.s

Almost
Always

8. My principal is easy to see when I
want to talk to him about something
important. 2 3

Almost
Sometimes

' Almost
Always

9. My principal gives-us rules on how
to behave in school. 1 3

..- 10. My principal talks with my class
when my class misbehaves.

15

Almost
Fever

Aim9st_

Klwvs

3
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HOW OffEN LJI'3 THINGS

A2mc.:t

Never

11. My principal helps the teachers
watch over us at school activities. 1

---'Almost
Never

012. My rrincir6/ goes te, .5.AN/

1

13. My principal helps ckildren when
they misbehave.

Sometimes

2

Fometimcs

Almost
Always

AlmoAt
Always

2 3

Almost
Never Soffietimes

1 2

AlmoSt
Never Sometimes

Almost
Always

Almost
Always

14. When children misbehave my principal.
talks with them, their parents and
teachers. 1 2 3

1 6
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VOW WELL MY PRINC3PAL 20E° THIIIGS

1. When my principal talks with me
about things I like to dO, he
does it

2. My principal meets with parents
and children to plan what we
learn in school. lie does this

N't Too
Well

1

Not Too
Well

1

Not Too
Well

Well
Very

Well

2 3

Well

Very
Well

2 3

Well

3. My principal talks with children
about why they misbehave. He
does it 1 2

Not Too
Uell Well

4. When my principal talks with
children about what will happen
if they misbehave, he does it 1 2

Not Too
Well Well

3

Very

Well

5. When my principal talks with
children during lunch and free
time, he does it 1 2 3

1 1I

e.

1
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HOT4 WELL NY ETIA.21.PAL rots

6. When children break rules, my
principal treats them alike. He
does this

7. When my principal tells us how
important it is to attend school
every day, he does this

Not Too
Well

1

Not Too

1

Well

Very
Well

2 3

Wet=

Very
Well

2 3

'14

-.0Not Too Very

Well Weil Well
. -

8. When I want to see my principal
to talk about things that are
important to me, he takes care *

of doing it 1 2

Not Too
call Well

9. When my principal gives us rules
on how to .behave in school, he
does it 1 2

Not Too
Well

Very
Well

3

Very
Well

10. When my class misbehay..,s, my

principal talks with them.
He does it 1 2 3

13.
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HOW WELL MY PRINCIPAL DOES THINGS

Not Too

Fe11 Well

11. When my principal helps the teachers
watch over us at school activities,
he does it

12. When my principal goes to school
activities, he does it

13. My principal helps children who
misbehave. He does this

r

14. When children misbehave, my
principal talks with them and
their parents and teachers.
He does this

S.

1')

1

Very
Well

2 3

Not Too Very
Well Well Well

1 2 3

Not Too Very
Well Well Well

1 2 3

Not Too
Well

1

Well
Very
Well

2 3

ct
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APPENDIX B

The Learning Environment inventory and

Principal Performance Description, Survey - Student Form

("How Often" and "How Weli").Administered
1

to Secondary Students

II
#



Student riackanlund It! forma ti on

Name of Schoo,k________

Sex pale

T.ge

Female.

Grade

Do you like school? , 1 ye5

I

2

no

1



4.

School

Grade

Sex Male

('Check on

LEARNING LNVIRONMIXT INvENTORY'

DIRECTIONS

Female

The purpose of the questions in this booklet is to find out what youv
is like. This is not a "test." You are asked to give roar honese, frank
opinions about the classes which you are now attendinc.

In answering each question go through the following steps:

1. Read the statement carefully.

2. Think about how well the statement describes your clasies (the ones you
are in now).

3. Record your answer to each of the questions by circling the number
which most clearly describes your agreement or disagreement with each
statement. Please answer every question,

4. Circle one number only for each statement according to the following,
instructions:

If you strongly disagree with the statement, blacken space 1.
If you disagree with the statement, blacken space 2.
If you agree with the statement, blacken space 3.
If you strongly agree with the statement, blacken space 4.

5. You will have approximately 40 minutes to complete the 105 questions
in the booklet. Please be certain to circle only one number for each
statement."

Aar

22
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1. Members of the classes do favors for one another.

2., The books and equipment students nee,' or-wnt.apc
available to them in the classrooms.

3. There are long periods during which my classes do nothing.

4 4y classes have students with many differeiRt, interests.

5. Certain students work only with their close friends.

6. The students enjoy their class work.

7. Students who break the rules are penalized.

8. There is constant bickering among class members.

9. The better students' Auestions are mo-e sympathetically
answered than those of the average students.

10.' classes knob' exactly ikat they have to net done.

11. Interests vary greatly within my classes.

12. A good collection of books and magazines is available
in my classrooms for students to use.

13. The work in my classes is difficult.

14. All the students in my classes enjoy the same privileges.

15. Most students want their work to be better than their
friends' work.

- 1-

2 3

0

1 3

1 2 3

2 3 4

/ 2 3 4

1 2 3 4

1 2 3 4

1- , 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4
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16. My classes have rules to puide their activities. 1 2 3 4

17. Personal dissatisfaction with my classes is too small to be
a problem. 1 2 3 4

18. A student has the Chance to get to know all other students
in my classes. 1 2 3 4

19. The work of my classes is frequently interrupted when same
students have nothing to do. 1 2 3 4

20. Students cooperate equally with all class members. - .1 - 2 3 4

21. Many students are dissatisfied with much that my classes do. , 1 2 3 4

22. The better students are granted special privileges. 1 2 3 4

23. The objectives' of my classes are not clearly recognized. 1 2 3

24/ Only the good students are given special projects. 1 , ,2 3

25. Class decisions tend to be made by all the students. 1 2 3 4

26. The students would be proud to show their classrooms, to a
visitor. 1 2''3 4

27. The pace of my classes is rushed. 1 2 3 4

28. Some students refuse to mix with the rest of their classes. 1 2 3 4

29. Decisions affecting my classes tend to be made democratically. 1 2 3 4

30. Certain students have no respect for other students.. 1 2 3 4

- 2 -

2 4
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31. Some groups of students work to ether reoardloes of what the
others in theclasses'are doing.

1 2 7 4

32. Members of my classes are personal frieflds. 1. 3 4

33. y classes are well organized. 2 3 4

34. Some students are intermested in ovmpletely aiffeLent things
thanepther students. 1 2 3 4

A

75. Certain students have more influence on m" classes than others.l 2 3 4

35. "v classrecms are hright and comfortab2e. 1 2 3 4

37. Class members tend to pursue. different kinds of problems. 1 2 3 4

38.. There is considerable dissatisfaction with the work of my
classes. 4

39. Failure of my classes would mean little to individual members. 1 2 3 4

40. The classes' are disorganized. 1 2 3 4

41. Students compete to see who can do the best work. 1 2 3 4

42. Certain students impose their wishes on the whole class. 1 2 3 4

43. A few of the class members always try to do better than the
others. 1 2 3 4

44. There are tensions among certain groups of students that
tend to interfere with class activities. 1 2 3 , 4

45. "v classes are well-organized and efficient. 1 2 3 4

- 3 -
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46. Students are constantly challenged.
1. 2 3

47. Students feel left cut unless they compete with their
classmates. 1

A
3

48. Students are asked to follow strict rules- 2 3

49. My classes are controlled t'v actions of a few members
. who are favored. 1

50. Students don't care about the future of the class as a

group. 1 2 3

51. Each member of my classes has as much influence as any
other member. 1 2 3

52. The members look forward to coming to claSs meetings. 1 2 3

53. The subject studied requires no p4rticular aptitude on the
part of the students. 1 2 3

54. Members of m.,,, clas-e don't care 'hat the class clops. 1 2 .3

55, There are displays around my classrooms. 1 2 3

56. All students know each other very well. 1, 2 3

57. "Y.classrocms are too crowded. 1 2 3

.
58. Students are not in close enough contact to develop likes

or dislikes for one another. 1 2 3

5g, "v classes are rather ingormal and few rules are imposed. 3

60. Students have little idea of what my classes are attempting
to accomplish. 1. .2 3

,

,

- 4 -

2 .3

4

4

4

4

- 4
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61. There is a recpgnized right and wrong way of going about
class activities.

62. What my classes do is deterMined by alifbe-students..

2 3 4

-2 3

,:-----

63. Aftiir-iy-classes, the students have-4-sen.le of satisfaction. 1 -2 ----3_J--4"---

,/
64. Most students cooperate i.aiher-than compete with one another. 1 li 3 4

--------

...-__

65. The objeetives of classes are specific. 1 2 3 ---------.1.____

---

----

66.' Students in my classes tend te-find:-the rk hard toddo.

67. Each student knowt the goils of courses.

68. All classroom procedures,,are well-established.

69. Certain students it my classes are resnonsible for petty
quarrels.

2 3

70. Many class members are confused by what goes on in my classes. 1 2 3 4

71. classes are made un of individuals who do not knon each
other well.

72. My classes divide their efforts among several purposes.

73. My classes have plenty of time to cover the prescribed amount
of work:

74. Students who have past histories of being discipline problems

are discriminated against.r

75. Students do not have to hurry to finish their work.

- 5-
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1 2 3 4

1 2 3 4
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7. Th-ere-is---much competition in nv classes.

78. The subject `p
7,1711, stud

79.

bons in my daasses_Are eleinentaxi for
1

11.

StlidentS'-artr.--Tabl-satisfied with-the work'of my --2-. 17-

80. A few members of my classes have much -greater infle-ence than
the other members. _ 1

1: There is a set of rules for the students to fo

82. Certain students-dantt like other :tucleal

1 2 3_ 4 _

-
83. -my classes reali-e exactly how much worYthey-have to do. - -1 2 3 4

2

84-. Students share a conynon concern-for the success asses. 1 -2 ---Z ___It _

85. There time for day=

8G. My classes; isfe workinr toward trans* different ocals. 1 2 3 4

87. MY- class members feel rushed to finish their work. 1 2 3 4

-88. Certain students are considered uncooperative. 1 2 3

89. Host students sincerely want my classes to be a success. 1 2 3 4

90. There is enough room for both individual mu group work. 1

1 2 3 4

- F -
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ach student knows'the other members of my classes by their__
st names.

92. Fa lure of my-olasses=w0U14-!5thing to most members. -- 2 3 4

91, My masses haVirld-if--f up with t' = assigned

94. There* a great deal-.-dOnfusidn during class meetings.

-fferent,students vary a great deal regarding which aspects

of m-y-tlessesthey are -- interested in,

. -Each-student ,in_myclasses has a clear idea of the \class
goals.

2 _3.-4

1 2 3 4

1 2 3 4

1 2 3 4

97. Most students-cooperate equally with other class members. 1 2 3 4

98. -Certain-students_ are favorcd_more:_than_-thia_rest 1 2 3 4

2 3 4

2 3 4

99. Students have a great concern for the progress of my classes. 1

100. Certain students stick together in small groups. 1

101. Most students consider the subject-matter easy. 1

102. The course materials are covered quickly. 1

103. There is an undercurrent of feeling among students that\
tends to pull my classes apart. 1

104. Many students in the school_would have difficulty doing the
advanced work of my classes. 1

105. Students seldom compete with one another. 1

- 7-
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HOW OFTEN MY PRINCIPAL MIS THIWIS

Some of the jobs which principals perform while they
are at school are listed below. Read each sentence to
yourself and think about how often your principal does this
job in your school. After you read each sentence, circle
one of the numbers by the sentence that best says bow-often
you feel your principal does this job.

If you think your principal doeo the first thing
almost always, circle a "4". If he does it leas than that,
circle one of the other numbers. For example, if be does
it almost never,-circle a "1".

Remember, read each sentence and circle only one number.
Think about how often the princlpal does each not
about how good he is at doing it.

Please do not'begin until you are told to do DO.
f

1. My principal talks with me about
things I like to do.

2. by principal meets with parents
and children to plan what we
learn in school.

3. My principal talks with children
about why they misbehave.

4. My principal talks with children
about what will happen if they
misbehave.

5. My principal talks with children
during lunch and free time.

30
-8_

1

t

Ne-ter

1 2 3

Almost
Never

2 3:1.

Almost
Never

2 31

Almost,
Nver

2 31

Almost
Nevar

2 31

Always

444k

Almost
Always

4

Almost
Always

14

Almost
Always_

la

Almost



HOW OITA?! NY MINCIPAL DOES THINGS

6. My principal treats children alike
when they break rule's:

Almost Almost
Never A1222:2_

1 2 3 4

Almost Almost
Never NIUE

7. My principal tells us how important
it is to come to school every day. 1 2 3 4

Almost Almost
-

Never Always,..

8. coy principal is easy to see when 1
want to talk to him about something 1 2 3 b
important.

Almost Almost
Never Always

9. My principal gives us rules on how
to behave in school. 1 2 3 14

Almost Almost
Never Always

10. Iqy principal talks with my class
when my class misbehaves. 1 2 3 14

Almost Almost
Never

11. Ay principal helps the teachers
watch over us at school activities. 1 2 3 4

12. principal goes to senora
activities.

Almost AImort
Yf.ver Aluvs_

31
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HOW OFTEN MY PRIZIELL DOES TRINGS

Ai ost
Never

Almost

LEM
13. My principal helps children when

they misbehave. 1 2 3 14

Almost Almost
Never Alau

14. When children 17...sbehave my

principal talks with them, their 1
\\2

3
parents and teachers.

32
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4.

HOW WELL MY PRINCIPAL DOES THINGS

Now read each of the follovina statements and, -:hink
about how well your principal does dle job described. Circle
one of the numbers by.the sentence that best says how well
you feel your principal doe3 this job.

If you think your principal does the first thing catu
well, circle a "4". If he does it not so well, circle_one
of the other numbers. For example, if he does it not
well, circle a "1". Remember, read each sentence, and
circle only one number. Think about how well the principal
does each thing, not how often he does it.

Please do not begin until you are told to do so.

Not Too ' Very

Well Wal-
l. When my principal talks with me .

about things I like to do, he 1" 2 3 4
does it

Not Too ,;Very

Well Well
2. My principal Meets with parents

and childrea to plan what we 1 2 3
learn in school. He does this

Not Too Very
Well Well

3. Hy principal talks with children
about why they misbehave. He 1 2 3
does it

Not Too Very
Well Well

When, my principal talks 'with

children about what will happen 1 2 3 14

if they misbehave, he does it

Not Too Very
Well Well

5. When'my principal talks with
children during lunch and free 1 2 3 4
time, he does it

3 3



Hew Well Ky Frincipal Piles Things

, Not Too
117.... -- =1

Very

Well
6. When children break rules, my

principal treats them alike.- Ile
does this

1 2 3 14

Nat Too Ver:

Well Wet-
7. When my principal tells its how

.

important it is to attend
evevy day, he does this

1 2 3

Not Toe Ver;
) Well"

When I want to see my princApoi
to talk about things than are 1
importaacto me, he takes cafe
ci doing it

Not Too
Wel:

9. When my principal gives us 7u1rs
on how to behave in school, he 1
does it

10. When my class misbehaves my
principal talks with them,
he does it

Not Too

Well

1

Not Too
Well

11. When my principal helps the teachers
watch over us at school activities, 1
he does it

31
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A

How Weal Ny Thilj-

12. When my pAncipal goes to school
activities, he does it 1 2 3

Not Too Vey.:

.Weil Well

. 13. Ay principal helps childmn who
misbehave. He does this

Nct Too Vey;

Well Well

1 2 3 14

Nct Toe Very

_Well Well
. 111. When children misbehave, my

principal talks with them and 1 2 3 4
their parents and teachers.
He does this

o
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APPENDIX C

The School Survey and

Principal Performance Description Survey 7 Teacher Form

(Frequency and Effectiveness Scales) Administered

Elementary and Secondary Teachers
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Name of School

Sex M 0
F

a

TEK-IFF BACKGWITID TNFORWIOU

Age

Years of TeaLi,ing Experience

Grade Primarily Taught

Level ofdSchool Taught:
1. Elementary 0

2. Middle F-1
----,1

-3. Secondary L__

Major Subject Matter Area taught (Check one only):

1. Music and/or Art [I

2. English and/or Foreign Language i..71

3. Social Studies 1

4. Mathematics __..i

5. Science 0

6. Physical Education El

7. Other
(Please specify)

,
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SCHOOL SURVEY

INSTRUCTIONS. This inventory contains 11P statements coverinF -Tour minions and
attitudes about your work. Read eacll one carefully, and decide how you feel
about it. You will agree with some statements and disagree with others. You

may be undecided about some. To help you express your opinion, three possible
responses are given beside each statement. All you have to do is choose the

response that most nearly reflects your opinion, and mark an "X" in the box
under it. Use a pencil, and if you make an error or wish to change your answer,
simply make an erasure and then mark an "X" in the proper box.

WQRK RAPIDLY, BUT ANSWER ALL STATEMENTS. Do not spend too much time on any one

statement,. Some of the statements may not be worded exactly the way you would
like them to be. However answer them as best you can. Be sure to respond to

every statement. Mark oily one box for each statement. If you cannot really

decide about a statement, mark the ''?" box and go on to the next statement. This

is not a test; there are ne "right" or "wrong" answers.

Agree ? Disagree

1. People in the commonly this school serves are 0 0"education-oriented"

2. Too many teachers in this school seem to be more
concerned with their own personal interests than 0 0 , 0-
with the overall welfare of the school

3. My work in this school district provides me
with ample opportunity for personal prowth and

LI Li 0
development

4. I have plenty of opportunity to express my
ti ideas about salary matters in this r1 0 0

district

5. This school assumes too many educational
responsibilities that properly belong in the n 0home or to other community agencies . . .

IJ

6. It seems to me that the school board should
reconsider the amount of authority it has n Ddelegated to the superintendent

Go on to next page.

Copyright 1966
Industrial Relations Center . The University of Chicago
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7. Insofar as they affect me, decisions made
by the superintendent are fair and
equitable

8. I am asked to read too-many cor:munications from
higher-ups in this school district

9. Our library services for students are very
satisfactory

10. The work of staff specialists in this school
(subject area consultants, physical education,
music, art, foeeign language teachers, etc.)
is well coordinated with the work of the
classroom teachers

11. I am asked by administrators and supervisors
to spend too much time in.school or district-
wide professiL '%1 meetings

12. Our salary schedu* its totpensate us
sufficiently for

\

13. My principal backs me up in ;1,,
with parents

14. Physical facilities-for our personal use
(lounge, washroom, etc.) need to be greatly
improved

15. The salary schedule here gives me little
incentive to seek advanced training

16. From all I can gather, people who get promotions
in this school district deserve them

17. Certain cCmnunity pressure groups exert too
much influence on the professional work of
this school

18. The quality of sup_lementary materials for
student use in this school needs to be
greatly improved

19. The school board seems more concerned about
keeping costs down than about building: an
effective school program

20. I feel our salary schedule adequately rewards
outstanding work .. . .

- 2 -
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Agree ? Disagree

0
El 0

0 0 El

0 0

CD

E

0 0 0
Agree Disagree

0
0

E

0 0
0
Go on tO next page.



.

21. I think my performance is eiluated fairly by
those who are assigned to appraise my work

22. In this school, the assistance provided me in
matters of curriculum and me-t-:.,ods is

clearly effective

23. The instructional materials provided for me in
my, work are very satisfactory

24. A student in this school sometimes has to do
without needed supplementary materials

25. Little effort is made in this school to
evaluate the effectiveness of the instructional'
program

26. The school library and/or reference materials
available to students are adequate to meet
instructional needs

27. I think the school board does all it can to
help build an effective educational program

28.. My principal seldom tries to get my
ideas about things

20. The Policy for student promotion and

retention in this school is' sound

30. The textbooks my students are assigned are
irrelevant, inaccurate, and/or out-of-date

31. As far as I'm concerned, extracurricular
duties (sponsoring student clubs, school
activities, etc.) are distributed fairly
in this school

,

Agree ? Disagree

1

. .

71t....
o

S. 4

0

o o'

CI 0
D

Agree ? Disagree

0 .- 0
32. Most of the students I work with have been

assigned to the grade level that is best for then . . D
33. I would prefer a different work assignment

(grade level or subject matter) from
the one I have now

o

rf D 0
34. In general, I approve of the educational 0 LI'nolicies of the school board

35: It is easy and convenient in this school to get
teaching aids and equipment to use in the class-
room

,.s

- 3 -
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36- It seems to me that the school board fails to
,concern itself with some really important
educational matters

37. The procedures' used,10-615:--sel for jagiffg---
my work performance are helpful to me in
improving mywOrk

38. Employee benefits in this district (sick leave,
educational 14ave, personal leaye, etc.)
fail to fit our needs

39-. Almost all students in this school seem well
/prepared for advancement to the next higher
grade level

40, In general, the parents\of the students in this
school are interested in'helping us
educate their children

41. I'm rarely told whether or not\I'p oing good
work

l '-'''42. There is_an adequate program o f stude
74% teacher consultation in this school aft each ri :_i

. reporting period. 4o, .....
43. I am seldOMencouraged by administ .tors or

. supervisors to attend outside profe ional
conferences and workshops

Agree ? Disagree

----

Agree Disagree

44. I failtio.understandhow my work performance
is appralsed and eValuated_i-this-schoof--.-- . .

0
45. I have suffidient s/pplies,for my work

46. I have adequati,opportunity to express my
viewpoints about the philosophy and goals
of this school

47. The parents of students exert too icesat_aii__
influence on education matters /fn this school' \.

10. Our system for reporting student progress to
parents needs considerable improvement

49. We are permitted to discuss controversial
matters with students as long as we remain
objective and factual

4

41
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Agree Disagree

50. The superintendent seems to be willing to give
careful consideration to the i:aas and suggestions (0of teachers in this school

51. My principal keeps me well infc-rrv;d about

matters affecting my work

52. This school lacks an "atmosphere of learning" .
0 0

53. My salary is sufficient to give me a
reasonable amount of security D

54. The specialized programs in this school
(music, art, drama, physical education, etc.) C 0
need to be greatly improved

55. My principal seems to have sufficient influence-
with the superintendent in deciding_what-wre-A0-----
and how we'd° it in our school

. /..
56. Relations between the paren4 of students and p= 0,the staff of this school wed to be improved. . . 4,N

,,,57. The superintendent seems to'hal.4,,an effective 0'working relationship with the sch61.1)oard

58. WectiVe---feffiedrai help is available to any of 0 E-] 0my students who are failing in school

59. Teachers should have a greater voice in
colecting student textbooks and reference 0 CImaterials in this school

Agree Disagree

60. There is a spirit of willingness to ex.neriment
r-

--with new curriculum ideas in this school Li

Fl. I seldom pet the help I need in handling
difficult discipline cases

F2. The school ioard seems to recocmi:e the professional
chdracter of our work in the schools

Fl. The emphasis on academic subjects in this
school sometimes operates to the detriment of
students who will not be pursuing academic f""'
programs later

Ft,. The number of students I have to work with makes
it difficult for me to dr) a cood ioh 1_1

- s -



Agree Disagree

65. The school board seems to be interested in r- r-%

obtaining our ideas and suggestions

66. I am required to do too much administrative
paper work (attendance report::, tardy clips,
statistical reports, etc )

67. For my level of professional competence, I am
adequately rewarded financially

68. The superintendent seems to lack interest
in the personal welfare of the staff of this
school. . .

- -

69. Most of th'd time it's safe to say what you think
around here

70. In my opinion, the school board seems to be
divided cn too many issues

71.
In working with my students, I have adequate
opportunity to allow for-their individual
differences

72. We lack satisfactory procedures in this school
for evaluating student progress

73. Administrative matters seem to get more

attention in this school than the educational
program

74. There is adequate space and equipment for
carrying out my work--including desk space,
drawers, bookshelves, and the

75. I am required to perform too many non-
professional duties in this school (yard,
hall, stair, lunchroom, and study hail
duties)

78. People in this school cooperate well

77. The students I work with seem to need, an
unusual amount of discipline

79. My principal fails to 'go to bat" for us
with his superiors

- 6 -
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79. The buildings and grounds wliere I-work are

kept as clean and attractive es possilde

80. In my opinion, our sr,ecialized services (E/T.,
speech therapy, guidanc-e cou-.3,1ing, social work,

etc.) fail to meet the needs of our
students

81. Generally ppeaking, I feel I could do-far better
work with students different from those
usually assigned to me

Agree Disagree

0

82. Our practices for marking and reporting student 0 ,progress are satisfactory

R3. y, principal seldom shows initiative in
4 1

seeking ways to help us in our work .
L- 17.

84. There are many Cliques or groups in this school
that create an unfntendly atmosphere

85. Interruptions (messages, monitors, intercom
bulletins) are kept to a minimum in this
school

86. Adequate facilities are available for my use
during off-per,iods for grading papers, meeting
with students and parents, and the like

87. The superintendent usually tries to take action
on the complaints of staff members in

this school

88. The poor 'ark Performance of some people on
this school staff makes it difficult for us to
achieve adequate instructional goals

My principal is fair in hi; dealings
with me

Agree Disagree

q0, The general physical condition of my classrooms
(lighting, temperature, ventilation, etc.) D' 0 :=1,hampers ne in doing a good job

11. A fr.w of the pecple in this school think they

run tlie place

07. I receive rufficient clerical assistance to do

my joh effoctiv..1v

/
- 7 -
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Agree Disagree

93. There is little opportunity for me t 'take part

in the development of tl'e curr cul l of this

school

94. This school system fait= to provide adequately
for the needs of exceptional students (slow 71
learners, crifted students, the handicapped)

95. My professional work load is fair and
reasonable

96. Too many students in th, school seem to be
more interested in getting grades than in
learning

97. The classrcoMs, offices, and other work
areas in this school need considerable
improvement a

LJ

98. Most of the professional meetings I am required to
attend in this school district are
worthwhile .

Tg. There seems to be-too much friction
between administrators in this district

E LJ

U

Agree Disagree

100. Too often we are asked to work on committees
whose efforts and reports are subsequently

L..] f..-1 E.]
r-1

ignored

101. This school district lags behind other districts
of comparable size and financial resources
in introducing up-to-date materials and equipment.

102. The layout of this school is inconvenient
for the staff

. C 0
El E.

103. Even when you take into account differences
in student ability, other schools in this
locality seem to be ahead of this one in

educational effectiveness

304 ry recommendations about promoting and
retaining students are usually followed

105. I feel our school system is one big reason
why People choose to live in this community 12 El

Co on to next page.
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Agree Disagree

106. My principal seems to take suggestions
for improvement as a personal
criticism LJ

107. We are seldom informed alot:t w!lat the
top administrators in this district are
thinking 0

108. I would rate this school system as one of the
best for those who want to work in education

109. This school district's in-service educational
program helps me improve my professional

E-1.1skills 1_1

110. Eductional jobs in this school district seem
Cto he graded fairly with respect to salary

111. In my opinion, adequate educational standards
are being upheld in'this school

112. I'm essentially in agreement with the school's
student retention policy

113. My principal has an 'inrealistic view of what
goes on in my work situation,

114. Teachers and other professional personnel in
this school freely share ideas and materials

Agree

D
? Disagree

El 0
115. Compared with other school systems in this

state, our salary scale in this district is
okay

116. "y ,students show normal consid' ration, courtesy
and respect

0

117. Student aLsences are excessive in this school

118. I would definitely recommend this school to 0prospective teachers as a good place to work

- q -
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PRINCIPAL PERFORMANCE DESCRIPTION SURVEY - TEACHER FORM

A list of principal tasks is given below. Two scales are presented for
you to use in making judgments about the frequency and effectiveness of your
principal's performance of each task. For the principal identified at the
top of the page, please read each statement and circle the appropriate number
on the scales provided.

The effectiveness scale is to be used only if the frequency rating for a
statement is greater than "1". For example, if you circle a "1" on the fre-
quency scale corresponding to NEVER, leave the effectiveness scale blank and
proceed to the next statement.

If you judge a task as irrelevant for your principal, m..ke no ratings on
either scale for that task.

Please-rate each statement independently: e.g., think about your ,

principal's functioning on each individual item.

Thank you for your cooperation!

FREQUENCY With Which
Principal Performs Task

e:K

t&I

O

1 2 3 4 5 1.

1 2 3 4 5 2.

1 2 3 4 5 3.

1 2 3 4 5 4.

1 2 3 4 5 5.

EFFECTIVENESS
With Which Principal

Performs Task

Provides each teacher with a cur-
riculum guide.

Schedules teacher meetings by grade
level or department to discuss in-
structional practices.

Develops a system in which teachers
work cooperatively in implementing
instructional objectives.

Discusses importance of confidential-
ity of student records with staff.

Communicates to staff the importance
of 'heir participation in school
policy decision-making.

in

47

4-1 II
E-

F-.
U
kl
A.
ALI

1-1 ,

t&I

L./

1 2 3 4 5

1 2 3 4

1 2 3 4 5

1 -2 3 4 5

1 2 3 4 5



FREQUENCY With Which
Principal Performs Task

EFFECTIVENESS
Witt! Which Principal

Performs Task

,,
E.c.)-,

,, 2f-,
a C.) C,.,

41
ix

ix
>-,..

44 r.4

,..

r.4
tx

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

5 6.

5 7.

S 8.

5 -q.

'5 10.

5 11.

5 12.

5 13.

5 14.

5 15.

5 16.

5 17.

5 18.

Meets with teachers periodically to 1

discuss individual children.

Discusses system policies and deci- 1

sions with individual staff members,

Discusses instructional objectives 1

with indiVidual teachers.

Attends scheduled inter- and intra- 1

school activities.

Discusses with teachers the neces- 1

sity of being "objective" in using
permanent records.

Distributes permanent folders to -1
teachers at beginning of year.

Discusses with teachers the impor- 1

tance of keeping records up-to-date
and complete.

Distributes policy statement to
teachers about the keeping of
permanent records.

1

Discusses responsibility for col- 1

lecting student information with
staff.

Participates in professional,improve- 1

ment activities with teachers.

Discusses duties and responsibilities 1

with staff prior to assignment.

Evaluates instructional climate by 1

observing in the classroom.

Explains to teachers the importance 1

of membership in professional organiza-
tions and continued professional growth.

4

2 1 4 5

2 3 4 5

2 3 4 5

2 1 4 5

2 3 4 ,5

2 3 4

2 3 4 5

2 3 14 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5



FREQUENCY With Which
Principal Performs Task

04

Ee s,
L,ek

1 2 3 '4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

EFFECTIVENESS
With Which PrinErpal

Performs Task

19. Informs staff members of assigned 1 2 3 4 5

authority via memo, newsletter, letter,
or other written communication.

20.. Conducts needs assessment of pro- 1 2 3 4 5

fessional educational staff.

21. Periodically meets with staff to 1 2 3 4 5

discuss and evaluate assignments.

22. Delegates authority for classroom 1 2 3 4 5

operation to teacher according to
system policies.

23. Assigns available specialists to 1 2 3 4 5

work with staff at in-service
training sessions.

24, Encourages teacher feedback on
school operations in faculty/
department/grade level meetings.

1 2 3 4 5

25. Distributes written copies of school 1 2 3 4 5

board policies to all school per-

sonnel.

26. Discusses school board policies with 1 2 3 4 5

staff at faculty meetings.

27. Posts copy of school board policies 1 2 3 4 5

on teachers' bulletin board.

28. Requires teachers to prioritize their 1 2 3 4 5

materials and equipment needs.

1 2 3 4 5 10. rkirainlatea grading practiceo with 1 2 3 4 5

teachers.

2 3 4 5 30. Schedules released time for teachers 1 2 3 4 5

to plan for and revise courses during
regular school day.

- 12 -
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FREQUENCY With Which
Pinaiii-Performs Task

ci L

1 2 3 4 5

1 2

31. Informs teachers of instructional
materials budget.

32. Discusses with teachers school
policies related to the maintenance
of student cumulative records.

5 33. Provides supervisory assistance for
school activities.

1 2 4 5 34. Identifies and defines school pro-
blems by meeting with staff.

1 2 3 tt S 35. Collects suggestions from staff
regarding needed physical facili-
ties improvement.

EFFECTIVENESS
With Which Principal

Performs Task

1 2 3 4 5 38. Collects suggestions from staff as
to most effective methods for im-
plementing board of education recom-

mendations.

2 3 4 5 17. Requests that all teachers report
major rule infractions to the princi-
pal.

1 2 3 '4 5 38. Encourages teachers to inform parents
about school programs and activities

through students.

1 2 3 4 5 39. Encourages teachers to consider indi-
vidual differences when evaluating
student progress.

1 2 3 4 5 40. Discusses educational program changes
with teachers.

1 2 3 4 5 41. Discusses minimally acceptable aca-
demic performance standards with

teachers.

1 2 3 4 5 42. Encourages teachers to work together

in modifying curriculum.

- 13 -
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1 2 3 4 5

1 2 3 4 5

1 2 4

3 4 5

1 2 3 4 5

1 2 3 4

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5



FREQUENCY With Which
Principal Performs Task

EFFECTIVENESS
With Which Principal

Performs Task

te
,-,

C.)

W 1.4 eE-4

0 e LI

W
A

CAJ P
. .

,..-.

1 2 3. 4 5 43.

1 2 3 4 5 44.

1 2 3 4 5 45.

1 2 3 4 5 4s.

1 2 3 4 5 47.

1 2 3 4 5 48.

1 2 3 4 5 48.

1 2 3 4 5 50.

1 2 3 4 5 51.

1 2 3 4 5 52.

1 2 3 4 5 53.

1 2 1 4 5 54.

1 2 3 4 5 55.

Discusses with teachers those in-
structional skills for which they
are to be held accountable.

Discusses evaluations with indivi-
dual staff members.

Discusses board of education recom-
mendations with staff.

Discusses system goals with staff.

Encourages teachers to try new and
innovative teaching methods in
helping the consistently failing.

Discusses problems of specific con-

sistently failing students with
teachers.

Periodically discusses classroom
goals with teachers.

Discusses results of school testing
program with teachers.

Provides variety of instructional
progress to meet individual learner
needs.

Works with a curriculum committee
to establish goals.

Appoints faculty committee tore-
view curriculum content and organi-
ztion and recommend needed changes.

Cbllects suggestions concerning
Student performance criteria from
teaching staff.

Discusses problems in evaluating
classroom instructional climate
with teachers.

-14 -

51

14

,-,

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2, 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

CK

te

5

5

5

5

5

5

5

5

5

5

5

5

5



FREQUENCY With Which
Principal Performs Tank

c4
ef.-.

440a
a a
Z a

1 2 3 4 5 56.

3 4 5 57.

1 2 3 4 5 511.

1 2 3 4 5 51.

1 2 3 4 5 60.

1 2 3 4 5 61.

1 2 3 4 5 F2.

1 2 3 4 5 63.

1 2 3 4 5 64.

1 2, 3 4 5 65.

1 2 3 4 5 t 66.

EFFECTIVENESS
With Which Principal

Performs Task

Observes teachers in classroom
in order to identify instructional
problem solving skills needing im-
provement.

Requests recommendations from de-
partments concerning the master
schedule.

Orients staff to the need to take
into account individual student
differences.

Discusses with faculty the design
and use of instruments used to eval-
uate instructional program.

Discusses student performance cri-
teria with teachers at grade level
and/or departmental meetings.

Attends PTO-PTA meetings.

Discusses with teachers which pro-
cedures for evaluating both short
and long range ;nstructional objec-
tives are to be employed.

Periodically observes teacher-student
classroom interaction.

Requests teachers to identify stu-
dents in need of special diagnostic

testing.

Provides leadership staff with a
written description of their respcn-

and duties.

Discusses system-wide goals with
staff.

- 15-
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1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 -3 4 5

CJA

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 3

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5



FREQUENCY With Which
Principal Performs Task

EFFECTIVENESS
With Which Principal

Performs Task

Pf
E.,

114 -
C CJ

1-* A.
4)

.il
0

e t C4
OW

gi N IF.5

1 2 3 4 5 67.

1 2 3 4 5 68.

1 2 3 4 5 69.

1 2 3 4 5 70.

1 2 3 4 5 71.

1 2 3 4 5 72.

1 2 3 4 5 73.

1 2 3 4 5 74.

1 2 3 4 5, 75.

3 4 5 76.

1 2 3 4 5 77.

1 2 3 4 5 78.

1 2 1 4 5 79.

Discusses job responsibilities
with staff.

Discusses the services provided by

subject matter specialists with
teachers.

Discusses with teachers policies
for keeping permanent records.

Makes school behavioral guidelines
available to students and teachers.

Discusses' classroom behavior pro-
blems with teachers and students.

Discusses pupil personnel problems
with teachers.

Discusses with teachers information
to be included in student cumulative
records.

Encourages teachers to generate new
curricultim ideas.

Discusses results of classroom obser-
vations with individual teachers.

Encourages teachers to use in-class
methods to highlight student achieve-
ments.

Provides staff with written informa-
tion concerning salary schedules,

Communicates results of staff evalua-
tion to staff members.

Explains professional benefits ac-
cruing to members of professional or-
ganizations during faculty meetings,
e.g., legal protection, special in-
surance plans, etc.

- 16-
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1 '2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 p 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 3 4 5

1 2 3 4 5



FREQUENCY With Which
. PrUMITFerforms Task

te

U

P5

t?

2 3 4 5 80.

2 3 4 5 al.

2 3 4 5 82.

2 3 4 5 83.

2 3 4 5 84.

2 3 4 5 85.

2 3 4 5 86.

2 3 4 5 87.

2 3 4 5 88.

2 3 4 5 89.

2 3 4 5 90.

3 4 5 91.

c

EFFECTIVENESS
With Which Principal

Performs Task

Collects suggestions from staff fav 1

designing system-wide goals.

Schedules staff meetings to discuSS- 1

curriculum content areas where modi-
fication is needed.

40
1

Arranges for parent-student-teacher 1

conferences when necessary to discuss
inappropriate student behavior.

Periodically collects instructional 1

materials and equipment needs from
staff.

Periodically collects data on staff- 1

ing needs from staff.

Organizes faculty committees to eval- 1

uate curriculum content.

Explains budget guidelines to staff 1

responsible for directing various
school activities.

Discusses legal requirements affec- 1

ting budget expenditures with staff.

Monitors the use of School funds by 1

various schqol clubs and organiza-
tions.

Ihfbrms staff in writing of proced- 1

ures to be followed in requisitioning
instructional materials and equipment.

Discusses results of instructional 1

materials needs survey with teachers.

Discusses information to be entered 1

on student records with staff.

- 17 -
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4r

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4

2 3 4 5

2 3 4 5

2 3 4' 5

2 3 4 5

2 3 4 5

2 3 5



FREQUENCY With Which
Principal Performs Task

EFFECTIVENESS
With Whig Principal

Perforis Task

0 t
hi

.1 >.

i?
c4

5 92. Discusses student information
priorities with staff.

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

5 93. Delegates authority for obtaining
new student records to appropriate
staff members.

5 94. Discusses disciplinary reSponsibi-
lities with indiviAual teachers.

5 95. Discusses with teachers the impor-
tance of b ing consistent in dis-
ciplina 7l actions taken.

..... j.,_/ .

5 96. Appoints teachers to serve on c

curriculum committee.

5 97. Provides each teacher wit .-a copy
of system-wide and scho policy
handbooks.

5 98., Collects inform ion from teachers
on whether th can correctly inter-
pret data i student cumulative
records.

5 99. Discusses with teachers information
to be entered in permanent records.

5 100. Makes records available to teachers.

5 101. Discusses with teachers the impor-
tance of "confidentiality" of re-
cords.

5 102. Encourages staff to join and parti-
cipa in professional organizations.-

5 103. Discusses with teachers characteris-
tics o, environment conducive to
learning.

- 18 -
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1 2 3 4 5

1 2 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5.

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

-0



FREMENCY 'With Which
Principal Performs Task

EFFECTIVENESS
With Which Principal

Performs Task

N
P-4

: 14 Fe
> C,
P--4

h?
47
44

0
5 >.

14
La

r4 A,
z
-4

1 2 3 4

I 2 3 4

1 2 3 4

1 2 3 4

,77
1 2/3 4

1/ 2 3 4

./

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

.S.:'

.

5 104. Discusses curriculum content and 1

organilation with staff. .

5 105. Discusses systpl-policies and 1

priorities-with staff.
0 n

5 106. Mak himself available for confer- 1

ces to staff members with decision-
making authority.

5////'107. Appoints subject matter area commit- 1

tee to formulate goals and objectives
,'

,.
consistent with school district goals.

5 108. Supervises teachers in the classroom. 1

5 109. Discusses program evaluation methods 1

with faculty.

5 110. Visits classrooms to observe class- 1

room learning environments.

5 111. Provides necessary teaching aids. 1

5 112. Informs teachers of available in- 1

structional resources.

5 113. Collects information concerning teach- 1
ing practices by observing teachers in
the classroom.

5 114. Publicly recognizes and commends 1

teachers for professional activities
and

5 115. Informs teachers about various -State, 1

local, and national .p..-ofissional organ-_

izations. ...------ _ ---

------
__---

5 116. EJleodrages teachers to plan individual 1
instruction program.

,

5 117 Discutses test results with teachers. 1

56

a
N

2 3 4 5

2 3 4 5

2 '1 4 5

.

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 75

4 5

2 3

2 3 4 5

2 i- 4 5
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APPENDIX D

The Principal Performance Description Survey -

External Observer Form Administered

to Elementary and Secondary Principals
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FXTFP!AL OBSERVATION INVENTORY

',tudent cumulative Records

ITEM #

1. Obtains student folder for each new student from former school.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

2. Maintains a cumulative "01,:er for each student.

-NA A System R'equired Source Informal Input P Pd.
Does? Yes No

Yes No

1. Maintains confidential records o' test results.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

N, p,terzir,,; ,-Iilolinr- '-,-)- Irrlusons,o information in student records
usir,* ,?st3lis'-le:i sys'rs--1 -f-:licies.

NA A System Required Source Informal Input P Pd.
Does? Yes ;:o

Yes , No

nev;ses ,,ullolir,,,. 1,--m ./'(' inclusion of (information in cumulative records.

NA A System 7fouired Source
- Informal Input - p Pd.,

Does Yes ,I
1.0

Yes ro

53



EXTERNPL CPSERVATION INVENTORY

Student Cumulative Records

ITEM #

6. Decides appropriate information to be included in student cumulative
records.

NA A' System Required Source Informal Input P Pd.
Does? Yes No

Yes II°

7. Maintains a system for continuous recording of achievement test data,
grades, and other evaluation information.

NA A System required Source Informal Input P Pd.
Does? Yes 'No

Yes No

P. Evaluates anpronriateness of student cumulative record information based on
needs of ounrl personnel staff.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes To

Evilivitoc qt l, nt rumu'A'Tve rr'rr`rd s periodically to determine accuracy

NA A System Required Source Informal Input P Pd.
Does? Yes ::o

Yes No

11. Main4:-tin-, a scc,Ir rl:icr or storage of cumulative records.

NA A Syqtem 7-'fauire Source Informal Input
, Does YOS ;.!(:)

Yes No

5)
fl

P Pd.



4,

EXTERNAL OBSERVATION INVENTORY

Student Cumulative Records

ITEM 0

11. Designs an easily accessible student information system.

C

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

12. revis.es a policy concprninF access to student information. .,.

NA A "System Required Source Informal Input P Pd.
Does? Yes No

Yes No

60
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EXTYPNAL nSFRVATION INVENTORY

Discipline

ITEM #

1. Prioritizes studdnt discipline problems in need -If solution.

1

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No,

'2. Obtains information From a variety of sources when analyzing particular
discipline problems.

NA A System Required Source, Informal Input P Pd.
Does? Yes No

Yes No

3. Designs specific strategies for handling frequently occuring discipline
problems.

NA 2 A System Required Source informal Input P Pd.
Does? Yes No

Yes no

14. !!aint.iino written recor'ls of all disciplinary actions taken.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

9. Fvaluates th effectiveness of disciplinary actions taken.

NA A System Requirea Source Informal Input P Pd.
Does Yes no

Yes no

6 I_



EXTERNAL OBSERVATION INVENTORY

Curriculum

ITEM 0

1: Designs curriculum organization for the optimal utilization of staff,

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

2. Desirms curriculum objectives incorporating boards of education recommenda-
tions.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

3. Reviews cf4mmunity- I,ackFround, present programs, and current course offerings
to determine need for new curricula.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

4. Pe-lirns cirr:culum Irr7e0 nn roults of needs assessment.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

r). Determinos. wnicli oduc1t;-na2 prwrams need revision based on parent,

tead.er, An! -!--11,1ent'jr!4.

NA A System required Source Informal Input P Pd.
Does Yes No

YPs No

6 2



EXTERNAL OBSERVATION INVENTORY

Curriculum

ITEM

6. Determines curriculum areas needing modification.

NA A Systen Required Source Informal Input P Pd.

Does? Yes No

Yes No

7. Selects instructional materials based on individual student needs.

NA A System Required Source Informal Input P Pd.

Does? Yes No

Yes No

P. Determines desirable curriculum changes based on classroom observation infor-

mation, teacher discussions, etc.

NA A System Required Source Informal Input P Pd.

[

n.1 Conducts a follow-ur stil!v to determine the extent to which school curricula

have met stu lent needs.

Does? Yes No

Yes Jo

NA A System Required Source Informal Input P Pd.

Does? Yes o..

Yes No

10. Assesses extent to which curriculum content is perceived as being relevant
1-m students, teachers, and husiness and community members.

NA A System jequirei Source Informal Input p Pd.

Does Yes Ito

Yes ro
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FX7FPNAL OBSERVATION INVENTORY

Curriculum

ITEM 0

11. Reviews student test Tara to determine need for new curriculum.

NA A System Required Source Informal Input P Pd.
Does? Yes no

Yes no

12. Plans a system for evaluatin7 student progress toward instructional objectives.

NA A System Required Source Informal Input P Pd.

Does? Yes No

Yes No

11. Plans an instructional faluarion system.

NA A System Required Source Informal Input P Pd.

Does? Yes No

-Yes Ho

Pl. Survpv,1 r'Irront IIF,iro -,f inir,Iclional materials in schools.

MIMIOW

Source P Pd.NA A System Required Informal Input

noes? Yes o

Yes No

--1.---

lr). Fvaluato!; clIrroptiv -. 1 in-tru7t!on-11 mitorlals.

NA A System Required Source Informal Input P --Pd.

Does Yes :!()

Yes No

61



FMTEPNAL n!ISFRVATION INVENTORY

Curriculum

ITEM if

16. Selects most appropriate methods for evaluating instructional program and
teaching .effectiveness.

MA A $,ystem Required Source Informal Input P Pd.
;Does? Yes No

Yes No

17. Decids what methods are to be used in evaluating progress toward instruc-
tional obiectives.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

1R. Arranges for classroom visitation by subject matter specialists to observe
classro-m rractices an! 'nave recommendations to teachers.'

NA A System Required Source Informal Input P Pd.
Does? Yes i+o

Yes ''cl

ln. Plans in-service training to help teachers develop skills necessary for
solving instructional rrohlems.

NA A System Required Source Informal Input P Pd.
Does? Yes ,,o

Yes No

2n. Selects most anrrcpriatc procedures For assessing teaching method effective-
nss.

NA A System r,equired Source Informal Input p Pd.
Does Yes flo

Yes To

6



EXTERNAL OBSERVATION INVENTORY

Curriculum

ITEM #

21. Plans individ.6a1 teacher conferences to discuss their instructional
effectiveness.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes TTo

22. Plans in-service meetings fn., teachers to familiarize them with services
offered by suhiect mattor

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

23. Evaluates attainment of in- service training objectives.

NA A System Required Source Informal Input P Pd.
Does? Yes 1:o

Yes :To

24. tk-;c;cs---,F, toacor-imri,r,,,nto? instructional evaluation programs.

NA A System Required Source Informal Input P Pd.
Does? Yes ro

Yes No

Judges which tow-h, -'r<., nool heir in lesigning better classroom environments.

NA A System 7equirel Source Informal Input
Does Yes ro

Yes No

6,

P Pd.
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EXTERNAL ORSERVATIM4 INVENTORY

ITEM 0

26. Selects methods for assisting teachers In developing more effective
practices.

NA A System Required Source Informal Input P Pd.
Does? Yes No

1Z Yes No
It

27. Collects data on staff and curriculum organization needs.

NA, A System Required Source Informal Input
Does? Yes No

Yes No

Pd.

---/-

2R. Evaluates the effectiveness of both subjective and objective grading pro -
cedures, ,

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes 'Jo

.J

67
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EXTERNAL OBSERVATION INVENTORY

Student Needs/Assessment

ITEM

1. Assesses degree to which students feel comfortable in informal interaction
with crincilvil.

NA A : System Required Source Informal Input P Pd.
L Does? Yes No

Yes No

2. Selects appropriate methods tb encourage informal principal-pupil inter-
action.

NA A System Required Source Informal Input P Pd.

Does? Yes No

Yes No

3. Conducts studnts nee,'7 assessment.

NA A System Required Source Informal Input P Pd.

Does? Yes 1:o

Yes Ilo

NA

r,n1.1,1- a nr2od-1 to Tienti'Fv existinP school problems.

A Source Informal Input P Pd.System Required

Does? - Yes ;:o

Yes No

tho cory-11-,tentiv fail ling students by conducting a

needs ts:.ossent.

NA A System 7eouirel CourcC Informal Input

Does Yes :!c

Yes To

G3

Pd.
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\

ITEM 0

EXTERNAL OBSERVATION IN-VEnTORY

Studenr-Needs/ASSessment

a

6. Plans system for assessing special needs of school children.

NA A System Required, Source- Informal Input P Pd.
Does? Yes No

Yes ?!o

(7.
...1d0°°

Eiraluates student 044-6s 1,ased op, fory14141411:=7Wervations.*

... ,.

,-;.,.k.i',S.'"

SptZ4 Required Source Informal Input Pd. .

Doev' Yes No
,ieeles No

yie
-.Wt, 11. 1.

a ...........reoiebtalzr-rrntrr
dtermines most lmnortap to be evaluated.

A A System Required -Souree_________Informal Inpu

Yes Ho
Does? Yes No--_ - _

..,

r7"'.1:,

0. rensio,licall e ,ates

'''student

acHievement using standardized tests.

''''-.-,...-....,--.....---
NA. A Source' P Pd.System Required Informal Input

Does? Yes 1:0

Yes No

le. Plans a nropram to eva1:atp student abilities.

NA A System Required Source Informal Input P Pd.
Does Yes No

Yes No

amirial.
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ITEM 0

EXTERNAL OBSERVATION _INVENTDRY__/1

Student Needs/Assassment
--

11.-- Selects diagnostic procedures to aid in the iddritification of student--

;needs.

NA System
Does?

Yes No

Required Source Informal Input -- P P
Yes' No

Conducts vision.and hearinr screening tests.

NA A System Required Sourg Informal Inpu P
Does? Yes

Yes No
C

13. Eva ates alternative plans for meeting the needs of consistently-failing
student

NA Sys m Required Source Informal Input P Pd.
Does? Yes ro ,,-

Yes No ?
----,, ,,.'-' -.,.... 4:!

---...4-

currently u..-d testr3re measuraluater- deree cr w

fizent.TArAresff"'""'"'""`

NA A Sys Required Crmal Input 11"m."4,w

O

Yes No

.114.71...r".rewyrnmpa.

1.111IMEnaTira.

. A 0 ir'tllind wealn-n,
.-

ncedures, anl' or rort-W1
, ot!--4,....

..,,,

.m.-rvfo,"

t'

NA System---7--ZLIquir22,

Does Yes
Yes No

IF. T.evir7, .,roved Ire Fr..r leacL,r- *0 report student

'IA A ',',7t ,,m '',,-:11r,-' 'clIrce Tnforma
Pr-es? Yrs ':,-,

11;) -------1 ..r...1

(
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EXTERNAL,OESERVATION IN -NTORY

Srhool-Community

ITEMqi

1. Plans system for prircipal=aorent conferences to discuss student progress
and/or nrohlems.

NA A System Required Source Informal Input P Pd.
,Hoes? Yes No

,Yes No

I
=.4..

'). Plans system rcr parent- teacher conferences to discuss student progress and/or,
prohlens. /

/

NA / A/ System Required Source Informal Input P Pd.;
v. Does? Yes No -

Yes No

-

1. Selects assrovflate rrnco:duresfor informing staff, parents, and ;students
of evaluati,7,n policies.

"

=imilmom

NA A ___-System- Required Source Informal Input P Pd:
Does? Yes No --

Yes no

11. Discos7711sinformatin al,out the school, its students, and programs
thro'.xt, sch newsletter.

System Required Informal InputSource P Pd.
Does? , Yes No

Yes No

11

5. OrganizPs nrocTrna<.--fo :nvoivo parents in school activities.

NA ystem requireo Source Informal Input P Pd.

Yes No

'7' `):'" ' :"= rOr d IgSerninating occupational/educational
in

v- , Informal Input P Pd.

7 -,;2
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0

EXTERNAL OBSERVATION INVENTORY

Miscellaneous

ITEM #

1. Selects an acccuntling cyster consistent with State Department of Education
requirements.

NA A System Required Source Informal - -Input P Pd.
Does? Yes No

Yes no

*.C.
7. Evaluates accuracy of financial reports being maintained in school

according to legal guidelines.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

3. Assesses current school program in light of board of education recommenda-
tions.

NA ystem Required Source Informal Input ,P Pd.'
Loes? Yes No

Yes No

N. !-plpcts :tiff member--; t^ aFs'u authority for implementing system goals.

-A System Required Source Informal Input P Pd.
Does? Yes No

,Yes Na

:,

5. Selects mn`St, qualified emplot.,ees from those available.

i,

,z;,aeouire-1 \ Source Informal Input
Does Yes No

Yes no

v,

P Pd.

rr,-7r 17' neo!ing modification in order to he compatible

"=ce Informal Input P Pd.

2



ITEM #

EXTERNAL OBSERVATION INVENTORY

av_stem sloais and Policies

1. Obtains information regarding current system priorities and policies.

, \

2. Obtains

System Required-,-- Source Informal Input P
Does?

y oyst-em wide goals from central offic:c,

4611.

- NA A Sya.rem Required Source Informal Input P Pd.
Doeel",- --Yts No

Yes No

-
3. Collects school-zer-sotLT,T1 poficv statements issued by school boards.

NA A Systeri Required Source nforma nput
Does? Yes No

Yes

Writes of school colic,/ statements and develops handbook.

NA A System Required Source Informal Input P Pd.
Does? Yes ::o.

Yes No

5. Designs a system for communicating school board policies to staff.

NA A System Required Source Znformal Input
Does Yes ;!()

Yes To

..1

73

P Pd.
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EXTFRNAL ci'RcERVATION INVENTORY

System Goals Policies

ITEM 0

6. Chooses appropriate methods for informing teachers of student rights and
responsibilities.

NA A System Required Source Informal Input P Pd.
Does? Yes No 0

Ys No

7. Assesses staffs' understanding of system policies and priorities.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

R. Assesses the xtent to which staff are hering- to- ciirrent choo1 board,
policies-7--

policies.

_System Required - Source Informal_i ,

6Oes1
Yes No

..f,A;rs of staff partl,cipation in formulating school,pperation
-........... ,,------7z--z--z.............

\
NA A em Required

:,!,.7....
,::....,,,,.,,

Info

Does? 'Yes

Yes No .A- - , -4 x.:4...4,*41,-.....

mie ona-g moSt relevant for hisit
___ ..... ....- _

10. Determines wIlich sy stem=d educatjloals are
partieular t,00l.

..Yk .1.11

NA A System
Does

Yes No

Required Source Informal Input p Pd.
Yes No

71

4111111.1



RNAL OBSERVATION INVENTORY

System Goals and Policies

ITEM 0

11. Evaluates existing program goals to determine if they are compatible
with system goals.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

111.11/M

12. Determines which school prlems are related iko long range system plans.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

gj rn

`t'r$ 7'1*

7

s- 1.0"4.'m



EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM #

1. Projects budget for student activities for the entire school year.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes ITo

4111111.11111=1

2. Plans budget on the basis of projected support needed for various school
activities.

NA A System Required Source Informal Input P P4.
Does? Yes No

-.Yes No

.111.0011,

3. Plans a system for insuring that allocated monies for student activities are
spent according to guilelines._

.....r.-------7WW-------A System Required Source Informal ' Input P Pd.
Does? Yes No

Yes Ho

4. Distributes available monies to student activities on the basis of need for
financial support.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

5. Plans for nurchase and/or renovation of instructional materials and equip-
ment within budgetary limits.

NA A System Required Source Informal Input p id.
Does Yes No

Yes No

1.4
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,EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM #

6, Plans for instructional materials and equipment purchases on a rotating
basis for each academic area.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

7. Prioritizes instructional materials purelases.

NA A
,

System Required Source Informal Input P Pd.
Does? Yes No .

Yes No

S. Seeks outside funds (4., from PTA, Federal sources, etc.) to supplement
instructional materiali and equipment budget.

NA A System Required Source Informal Input P Pd.
Does? ! Yes No

Yes No

n. Maintains accurate rec.Dr,Is of all instructional materials purchased.

Source P Pd.NA A Required Informal InputSystem
Yes NoDoes?

Yes No

1n. Obtains written receipts For all school funds received and dispersed.

NA A System I4-quired Source Informal Input P Pd.
Does Yes No

Yes No

7 7



EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM #

11. Collects financial information daily.

NA A System Required
Does?, Yes No

Yes No

Source Informal Input

41 111.

P

12, Plans system for collecting and recording financial data used to develop
budget.

Pd.

NA A System Required Source Informal Input P Pd.
Does? Yes No

1
Yes No

13. Plans system for collecting data needed'to make financial reports.

NA A System Required Source Informal Input P Pd.
Dods? Yes No

Yes No

14. Plans system for collecting and recording fiscal audit information re-
quired 1y superintendent.

ONIM111110

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

15. Maintains up-to-date comprehensive fiscal records.,

NA A System Required Source Informal Input P Pd.
Does Yes ;To

Yes 'To

.//
//

i
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ITEM

EXTERNAL OBSERVATION INVENTORY

Financial Information

16. Maintains up-to-date financial data file for all governmental reports.

NA System Required Source Informal- Input P Pd.
Does? Yes No

-Yes No

17. Maintains daily financial records.

NA A System Required --=Source Informal Input P Pd.
Does? Yes No

Yes No

18. Maintains complete and accurate records of appropniated funds and expendi-,
tures.

NA A System Required
Does? Yes No

Yes No

Source Informal Input P Pd.

lg. Maintains up-to-date file of purchase invoices.

. ,

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

IIOli

2n. Periodically assesses accuracy of financial records maintained for use in
governmental reports.

NA A System Required Source Informal Input P oPd.
Does Yes No

Yes No



EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM0

21. Evaluates accuracy of financial data.

NA A System Required
Does? Yes No

Yei No

Source Informal Input P Pd.

=111111!

22. Identifies current budgetary limits for purchasing instructional materials.

NA A System Required

Does? Yes No

o Yes No

Source Informal Input P Pd.

23. Implements purchase reauests within limits imposed by line-items in

authorized Midget.

NA A System Required

Does? Yes No

Yes No

'Source Informal Input P Pd.

24. Matches allocation of school funds to needs assessment .data.

NA 4 System Required Source Informal Input P Pd.

Does? Yes No
.

Yes No

25. Decides which areas of the Yud7et require increased funding for next year.

NA A System Required

Does Yes No

Yes No

80

Source Informal Input P Pd.



-

EXTERNAL OBSERVATI4INVENTORY

Financial Information

ITEM #

n
O

26. Compares prepared budgetary allocations for school activities with funds
appropriated in current fiscal budget.' .--

NA . A System Required °Source Informal Input P Pd.
Does? Yes No

Yes No

27. Determines allocation of funds based on school program area needs.\C.o

1110111110 0 .1. 1.1.11111110.

NA A System Required Source Informal Input P :Pd.
Does? Yes No /

Yes No

28. Determines guidelines for school purchases. .
.........ml

.

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

''.'n. Evaluates hush rocriirements relative to school needs.
<,

,

g NA r A System . Required Source Informal Input P Pd.
Does? Yes ..q o

Yes No

..'"'..4T MMIMMOMIMI. 0

3n. Countersigns all checks (Prawn on the schooloaccount.

"S

NA A. System Requirel Source Informal Input
Does Yes :!)

Yes No

..'""........,

81

1

....... 4 .........wir

.

P Pd.

.
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o

-ITEM 0

EXTERNAL OBSERVATION IUVENTORY

. J

FinanCial Information

,

31. Selects most appropriate individual to assume authorityfor Maintenance
of financial records.

NA A System Required
.

.

Source Infoimal Input - P Pd..
Does? Yes No

Yes No

.L.--. IMIIII=1.111111.

t, 0

32. Prioritizes school plant needs in accordance with budget guidelines.
S p

NA A System Required Sogice Informal Input P Pd. t

Does? Yes No
Yes No

33. Secures copy of legal guidelines for finqIncial reporting.

4

A

NA A System Required Source Informal Input P Pd.
Does? Yes No

Yes No

.0.

.
.

14. Prioritizes staffing Tvwls relative to available financ&al,resources.

=1111

NA A System Required Source Infotmal Input . P Pd.
Does? Yes ::o

Yes No

I

.

82

.....1
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School

PRINCIPAL PEREWIANCE DESCRI PRINCIPAL FORM

.

A list of principal tasks:I:seven below. Two scales are presently for
you tp use is making judgments about the frequency and effectiveness of your
performance of each task. Please read each statement and circle the appro-
priate number on the scales provided.

The effectiveness scale is to be used only 11 the frequency rating for a
statement is greater than "1 ". Forexample, if you circle a "1 "-on the fre-'
quency scale correspqnding to NEVER, leave the effectiveness scale:blank and
proceed to the next statement.

If you judge a task as irrelevant for yourself, make no ratings on
either scale for that task. frai-e-Rte each statement independently; e.g.,
think about your functioning on each individual item. Thank you for your

cooperation!

FREQUENCY EFtECTIVENESS

, %* O

Ct"

AL:

1 2 3 4 5 . 1.

1 2 '3 4 5 2.

1 2 3 4 5 3.

1 2 3 4 5 4.

1 2 3 4 5' 5.

1 2 3 4 5\
--,,N

F.

1 2 1 4 5 7.

Provides variety of in-
structional materials to meet
individual student needs.

Selects instructional materials
based on individual student
needs.

Conducts sttident needs assess-
ment.

Plans class schedules to meet
individual student needs.

Orients staff to the need to
tale into account individual
student differences.

Evaluates student needs based
on formal and informal teacher
observations.

Conducts vision and hearing*

tests.

8 3

ti

14

1 2' 3 4 5

1 2 3 4

1 2 3 4

1 2 a 4 5

lc 2 3 4 5

1

11 2 3 4 5

1 2 3 4 5

I

4



O

1 2 3 4 5.

1 3 4, 5 9.

8.

1 2 3 '4 5 10.

1 2 3 4 5 11.

1 2 3 4 5 12.
1

1 2 3 4 5 ,13.

----1,_23 4 5 14.

1 2 3 '4 5 15.

--------1
2 3 4 5 16.

.....,

1 2 3 4 5 20.

1 2 3 4 5 21.

l' 2 3 4 5 19.

1 2 Seeks clarif4Stion from central 1 2

1 2 3 -4

Plans a program to valuate student
abilities.

Evaluates the effectiveneel of both
su ctive and objective grading
proc s.

Discusses s performance
criteria with teac at grade
level and/or departmental meetings.

,

0 Determines-isost4mportant sctudent
outcomes to be evaluated. ,

Formulates grading practices with
teachers.

--ealeets -suggestions concerning-
student performaide criteria' from

1

teachiwstaff. ---_____

---------:-

acfiei consider
individua1/differences when Oral-

uating student ,progress

DiSCUses minimally acceptable
academic ptrformance standards

_ with teachers.
---_,,,

Provides staff with -writtein-
ation concerning salary schedulen:=--_,-

0/

-office conce ing salary_schedules.

system
with appropriate pe nel.

Evaluates financial reports Mide-by,_
accounting personnel.,

Encourages teachers 10 use in-class
methods to highlight student achieve-
ments.

Informs central office in writing of
instri4tional materials and equipment
needs.

rt

84

1 2 4 5

1 2 3 4 5

1 T 3 4 5

1 2 3 4 5

3 4 5

'1 1- 3 4 5

0
1 2 4 5

1 2 3 4 5

._

1 2 3 It' 5

z'

1 2 3 4 5

1 2 4 5

1 2 3 4 5

1 2 3 4 5



ti

1 2 3 4 5 22.

1 2 3 4 5 23.

1 2 3 4 5

1 2' 3

2 3 4

1 2 3 4

3 4

RecAires teachers to prioritize

their materials and

purctiases.,

Pric4itizes instructional materials

\

24. Evalu tes ently used instruc-

tion terials.

25. Periodically collects instructional 1 2 3 4 5

materials and equipment needs from

staff 4

26. Discl4sea-results of instructional 1 2 3 4 5

ma als needs_survey with teachers.

1
.

27. Seeks;'-odtside funds (e.g., from A;.- 1 2 3 4

redeiel sources, etc.) to supplement
instructional materi---- als and equipment

--
budget.
!

-28 entifies current budgetary limits 1 2 3 4 5

Aar -purchasing instructional materials.

_-------7,
,

,

4 5 29. Plans for purchase and/or renovation 1

of instructional materials and equip-

ment within budgetary limits.

EFFECTIVENESS

I-,
E-.
C.)tf4.

Ai

04

P.
1 4

t .'
1 2 3 4 5

I 2 3 4 5

1 2 3 4

Fy

3.

---
5---30-.----pstebmines guidelines for school

purchases.

2 3

1 2 3 4 5

0

31. Informs staff in writincof proce- 1 2 3 4 5

dures to be followed in requisition-

ing instructional materials' and

1 2 32. "Informs teachers of ins 2 3 4 5

--ilaterials budget.
3 4 5

1 2 3 4 5 33.

1 2.3 4 5 34.

1 2 3 4 5 S5.

Follows requisitioning procedures
specified by central office.

jA

1 2 3 4

Maintains accurate records of all 1 2_ 3 4 5

instructional materials purchased.

Discuwies instructional, objectives 1 2 3 4 5

with ilidividual teachvrs.

8 5



FRE EFFECTIVENESS

g .
c t E
0 e

,...
c.,

2 3 4 5 36.

2 3 4 5 37.

2 3 4 5 38.

2 3 4 5 34.

2 3 4 5 40.

2 3 4 5 41.

2 3 4 5 42.

2 3 4 5 43.

2 3 4 5 44.

2 3 4 5 45.

2 3 4 5 46.

2 3 ' 5 47.

2 3 4 5 49.

2 1 4 S 49.

9

Provides necessary teaching aids.

Selects appropriate methods for
assisting teachers in developing
more effective practices for
attaining instructional objec-
tives.

Collects information concerning
teaching prictices by observing
teaching in the classroom.

Informs teachers of available
instructional resources.

Provides each teacher with a
curriculum guide.

Supervises teachers in the class-

room.

Schedules teacher meetings by
grade level or department to dis-
cuss instruction§1 practices.

Develops a system in which teachers
work cooperatively in implementing
instructional objectives.

Obtains clarification of legal man-
dates from central office.

Informs parents of discipline
problems when warranted.

Discusses classroom behavior problems
with teachers and students.

Maintains consistency when admini-
stering consequences for misbehavior.

Obtains information from a variety
of sources when analyzing parti-
cular discipline problems.

Prioritizes student discipline-
problems in need of solution.

44

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 5--4 5

1 '2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4

1 2 3 4 5



FREQ(ENCY

11

. t
ex

N >,
tz

N N
1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

5 50. Designs specific strategies for
handling frequently occurring
discipline problems.

5 51. Discusses consequences of mis-
behavior with problem students.

5 52. Discusses h teachers the im-
portance of be consistent in
disciplinary actions taken.

5 53. Requests that all teachers report
major rule infractions to the front
office.

5 54. Works with problem children in de-
signing behavior change and/or
prevention strategies.

5 55. Arranges for parent-student-teacher
conferences when necessary to discuss
inappmppriate student behavior.

_

5 56. Discusses d Aline problems with
misbehaving stu s.

5 57. Makes s;hool behavioral guidelines
availeJle to students and teachers.

5 58. Evaluates the effectiveness of dis-
ciplinary actions taken.

5 59. Maintains written records of all dis-
ciplinary actions taken.

5 60. Discusses disciplinary responsibil-
ities with individual teachers.

5 61. Countersigns all checks drawn on the
school accounts.

5 62. Selects most appropriate individual
to assume authority for maintenance
of financial recordi.

5 63. Reports required fiscal audit inform-
ation to superintendent.

5 64. Collects fiscal information 'required
by superintendent.

87 C

EFFECTIVENESS
5.

1 2 3 4 5

1 2 3 4 5

1 2 ,3 4 5

1 2 3 4 5
C

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4' 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5



--"r'"",

FREQUENCY

1 2 3 4 5 65. Plans system for collOting ind 1 .2 va 4 5

v.Pcording fiscal audit Tifo ation
required by.superintende

1 2 3 4 5 66. Periodically astesses acdu y of / ! 2 3 4 5

fiscal data being collecteil\ d
recorded.

1 2 3 4 5 67. Maintains up-to-date cooprehe 2 3 it, 5 '

fiscal records.

1 2 3 4 5 68. Submits quarterly financial r
to central office.

;

1 2 3 4 5 69. Requires annual financial audi
-

school records.

1 2 3 4 5 70. Disseminates information about the
\school, ftsstudents, and programs

through school newsletter.

1 2 3 4 5 71] Plans system fo principal-parent
iscuss- conferences to student

progress and/or problems.

4 5 72. Actively participates in PTO and

,
other school/cow unity organizati ns.

1 2 3 4 5 73. Plans,system for arent-teacher
ferenet to discus student prog
and/or p blems.

on -

ess

1 2 3 4 5 74. Encourages t chers to inform arents

about school p ams and 1 act ities

through studenti\

il:

4 5 75. Maintains "open
t

ouSv" school policy
concerning paron s visiting the',,,,_,

school.

.

1 2 1 4 76. Encourages teachers to plan individ-
ualized instructional programs.

1 2 3 4 5 77. Provides a variety'of instructional
programs to meet individual learner

needs.

2 3 4 5 7b. Selects diagnostic procedures to aid

in the identification of student

needs. , .88

1
0
2 3 4 .5

4 5

1 2 3 4

1 2 3 4

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5



FREQUENQY - EFFECTIVENESS

VH

6 N
r-
C.)

t
;o ta

Le te PI

g

1 2 3 4 5 79.

1 2 3 4 5 80.

1 2 3 4 5 81.

1 2' 3 4 5 82.

1 2 3 4 5 83.

1 2 3 4 5 84.

1 2 3 4 5 85.

1 2 3 4 5 86.

1 2 3 4 5 87.

1 2 3 04 5 88.

1 2 3 4 5 89.

1 2 3 4 5 90.

1 2 3 4 5 91.

1 2 3 4 5 92.

1 2 3 4 5 93,

Designs cvrriculum based on the 1

results of needs assessment.

Conducti a follow-up study. to 1

determine the extent to which
school curricula have met student
needs.

Determines desirable curriculum 1

'hanges based on Classroom observa-
tion, teacher didcussion, etc.

Encourages teachers to generate new 1

curriculum ideas.

Collects school-personnel policy 1

statements issued by school board.

Designs a system for communicating 1

schooj board policies to staff.

Dete ines most appropriate methods 1

for co nicating school board
polici s to staff.

Posts copy of school board policies 1

on teachers' bulletin board.

Distribtes written copies of school 1

board p licies to all school personnel.

Discuss s school board policies with 1

staff at faculty meetings.

AssessesIthe extent to which staff 1

are adheing to current school board
policies!,

I

Periodica ly.meets with staff to 1

discuss a d evaluate assignments.

Discusses\duties and responsibilities 1

with staff prior to assignment.

Matches personnel with list of task 1

responsibilities.

Delegates authority for classroom 1

operation to teacher according to
system policies.

8D

2 3 4 5

2 3 4 5

.2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2' 3 4 5

2 3 4 5

7.



FREGUENCY --------- EFFECTIVENESS

LI

o

1 2 3 4 5 94.

1 2 3 4 5 95.

1 2 3 4 5 96.

1 2 4 5 97.

1 2 3 4 5 98.

1 2 3 4" 5 99.

1 2 3 4 5 100.

1 2 3 4 5 101.

1 2 3 4 5 102.

1 2 5 103.

1 2 3 4 5 104.

1 2 3 4 5 1P5.

1 2 3 4 5 106.

,--
----

N
t

t
E

Selects personnel for specific job 1 2

functions on the basis of staff
abilities and skills and requirements
of tasks to be assigned.

Makes himself available for confer- 1 2

ences,to staff members with decision-
making authority.

Delegates authority for lunch room 1 2

operation to lunch room manager
according to system policies.

0
Informs staff members of aseigpodr
authority via memo, newsilpeti,
letter, or other writIeecommunica-
tion. -2,4"'

1 2

Delegates authority for operation 1 2

of library to librarian.

Discusses problems of specific 1 2

consistently failing students with
teachers.

Identifies the needs of consistently 1 2

failing students by conducting a
needs assessment.

EncourageS teachers to try new and 1 2

innovative teaching methods in
helping the consistently failing
student.

Evaluates alternative plans for
meeting the needs of consistently
failing students.

1 2

Prioritizes staffing needs relatiye 1 2

to available financial resources.

Periodically collects data on
staffing needs from staff.

Projects staffing needs based on
current attendance and enrollment
data.

1 2

1 2

Submits written report on staffing 1 2

needscto superintendent together with
supporting documentation.

90

4
ra

,

,..

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 r
..

3 4 5

'3 4 5

3 4 5

3 4 5
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FREQUENCY

k

2 3 4

I

8:

5

4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 1.;

,l 2 3 4 5

1 .2 3 4 5

1 2 3 4 5

107. Periodically evaluates staffing
needs based on nrojected
enrollment.

108. Develops staffing plan based on
projected needs and financial
resources.°

109. Uses student pre-registration data
to project enrollments for use in
specifying staffing needs.

110.. Confers with superintendent about

projected staffing"needs.

111. Evaluates a9c6racy of financial
reports,being maintained in school
according to legal guidelines.

112. Maintains up-to-date and accurate
accounting records. _

113. Submits quarterly reports as
required by central office.

114. Plans system for collecting data
heeded to make financial reports.

115. Secures copy of legal guidelines
for financial reporting.

116. Ey,plains to teachers the importance
of membership in professional organ-
izations and continued professional
growth.

117. Encourages staff to join, and part-
icipate, in professional organizations.

118. Explains professional benefits accru-
ing to members of professional organ-
izations during faculty meetings, e.g.,
legal protection, special insurance
plans, etc.

119. Participates in professional improve-
ment activities with teachers.

120. Informs teachers about the various
state, local, and national profess-
Iona orvnizations.- 91

EFFECTIVENESS

1 2 3 .4 5

foe

1 2 3 4 5

Et,_

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4

1 2 3 4 5

1 2 3 4 5

9.

1



FREQUENCY EFFECTIVENESS

.4
4
e

A;
g

1,
. il

C

cc
EE

1

1

1

1

5:

2 3 4 5 121.

.

2 3 4 5 122.

2 3 4 5 123.

2 3 4 5 124.

2 3 4 5 125.

2 3 4 5 126.

2 3 4 5 127.

2 3 4 5 128.

2 3 4 5 129.

2 3 4 5 130.

2 3 4 5 131.

2 3 4 5 132.

2 3 4 5 133.

2 3 4 5 134.

Publicly recognizes and commends 1 2

teachers for professional activi-
ttes and accomplishments.,

Decides which areas of the budget 1 '2

require increased funding for next

year.

Implements purchase requests within 1 2

limits imposed by line-items in
authorized budget. :

Encourages teacher feedback on 1 2

school operations in faculty/depart-

ment/grade level meetings.

Discusses with faculty the design and 1 2

use of instruments used to evaluate
instructional' program.

Assesses teacher-implemented instruc- 1 2

tional evaluation programs.

Discusses with teachers those instruc- 1 2

tional skills for which they are to

be held accountable.

Discusses program evaluation methods 1 2

with faculty.

Selects most appropriate methods for 1 2

evaluating instructional program and

teaching effectiveness.

Plans an instructional evaluation 1 2

system.

Devises procedures for teachers to 1 2

report student personnel problems.

Discusses pupil personnel problems 1 2

with teachers.

Evaluates effects of staff part- 1 2

icipaticn in formulating school
operation policies.

Communicates to staff the importance 1 2

of their participation in school
policy decieion-making.

92

t;

11

3 4 5

3 4 5

'3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5



FREQUENCY

1 2 3 4 5 135.

1 2 3 4 5 136.

1 2 3 4 5 137.

1 2 3 4 5 138.

.

3 4 5 139.

1 2 3 4 5 140.

1 2 3 4 5 141.

1 2 3 4 5 142.

1 2 3 4 5 143.

1 2 3 4 5 144.

1 2 3 4 5 145.

1 2 3 4 5 146.
.

.

1 2 3 4 .5 147.

Writes set of school policy state-
ments an4 develops handbook.

Distributes available monies to
student activities on the basis
of need for financial support.

Plans budget on the basis of
projected support needed for
various school activities.

Monitors,the use of school funds
by various school clubs and organ-
izAions.

U
o

Planaw,a system for ensuring that
allocated monies for student acti-
vities arenspent according to guide
17.nen.

Projects budget for student activi-
ties for the entire school year.

Explains budget guidelines to-staff
responsible for directing various
school activities.

Compares prepared budgetary alloca-
tion for school activities with funds
appropriated in current fiscal budget.

Collects information on budgetary
guidelines from central office.

Appoints teachers to Serve on cur-
riculum committee.

0

Works with curriculum committee to
establish goals.

Surveys current usage of instruo-
tional materials in schools.

Evaluates effectiveness of instruc-
tional materials currently being
used in school.

9:3

11.

EFFECTIVENESS

Ag

47 i5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

'1 2 3 4 5

1 2 3

1 / 3 4 5

1 2 3 4 5

1 2 3 4 5

2 3 4 5



FREQUENCY

rk

1 2 3 4 5 11J8.

149.

1 2 3 4 5 150.

1 2 3 4 5 151.

1 2 3 4 5 152.

1 2 3 4 5 153.

1 2 3 4 5 154.

1 2 3 4 5 155.

1 2 3 4 5 156.

1 '2 3 4 5 157.

1 2 3 40 5 158.

1 2 3 4 5 159.

1 2 3 4 5 160.

1 2 3 4 5 161.

Requests superintendent to visit
school to inspect physical facili-
ties.

Collects suggestions from staff re-
garding needed physical facilities
improvement.

Periodically evaluates the condition
of the physical facilities together
with custodial 'staff.

Priorcizes maintenance needs.

Selects maintenance problems to be
reported to the central office.

Files maintenance requisitions with
superintendent.

Discusses maintenance problems with
superintendent.

Reviews prospective employee applica-
tions in'central office files.

Selects most qualified personnel
from available applicants.

Interviews prospective employees.

Develops personnel selection priori-
ties using system guidelines and

needs.

Selects employees by matching ap-
plicart qualifications to job des-
criptions.

Informs central office of employee
se:ect:cn

Requets entre. of2ice to schedule
appointments for tentatively selected
employees.

9,1

EFFECTIVENESS

ti
,

12.

ff
5:

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 u 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4' 5

1 2 3 4 5



FREQUENCY EFFECTIVENESS

,

§ Ar 5A;

#J15

S4
14 4F 1

At S:

1 2

1 2

1 2

1 2

1 2

1 2

1 2

1 2

1 2

1 2

1 2

1

3 4 5 162. Matches qualifications of employees
with job requirements.

3 4 5 163. Reports recommendations regarding
prospective employees to superinten-
dent in writing.

3 4, 5 164. Schedules interviews with prospec-
tive employees.

3 4 5 165. Discusses recommendations regarding
prospective employees with superinA

tendent.

3 4 5 166. petermines qualifications needed by
Orcspoctive employees for a particu-
lar position.

3 4 5 167. Prioritizes school staffing needs.

3 4 5 168. Evaluates attainment of in-service
training objectives.

3 4 5 169. Conducts needs assessment of pro-
fessional educational staff.

3, 4 5 170i Communicates results of staff
evaluation to staff members.

3 4 5 s171. Assigns available specialists to
work with staff at in-service train-
ing sessions.

3 4 5 172. Determines which system-wide educa-
tional goals are most relevant for
his particular school.

3 4 5 173. Evaluates compatibility of system-
wide goals with the school's goals.

3 4 5 174. Collects suggestions from staff for
designing system-wide goals.

9:5

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4.

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4'

1 2 3 4

1 2-.3 4

1 2 3 4

1 2 3 4

5

5

5

5

5

5

5

5

V

5

5

5

13.



FREQUENCY EFFECTIVENESS'%

I
1 2 3 4 5

a

1 2 3 4 5

1 2 3:4 5

1 2 3 4 5

1 2 3 4 5

l' 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 6

1 2 3 4 5

4 5

1 2 3 4 5

175. Maintains "open door" policy cop- 1 2 3 4 5

cerning student imteraction.

176. Assesses degree to.which students 1 2 3 4 5

feel comfortable in informaLibter-
action with principal.

177. Visits students during recess, free f 2 3 4 5

periods,, lunch, etc.
4

178. Selects apprdPriate.methods to en7 1 2 3 4 5
courage informal principalIpupil
interaction.

0

179. Discusses problems in.evaluating 1 2 3 4 5

classroom instructional climate with
teachers.

180. E4aluates instructional climate by 1 2 3 4 5

observing in-the,classroom.

181. Plans with system-wide curriculum 1 2 ,3 4, 5
diKector in service program for
teachers or. 4ethods useful in im-
plementing system goals.

182. Discusses system goals with staff." 1 2 3 4 5

183. Periodically evaluates organization .1. 2 3 4 5

of school staff relatiWre to the

implementation of system-wide goals.

184. Discusses results of school testing 1 2/ 3 4 5

oprogram with teachers.

;

185. Selects most appropriate me hods fora 1 2 .3 4 5

disseminating occupational/ ducational-
q

infor*ion.-

186. Discusses board of education recom- 1 2 3 4 5

mendations with staff.

187. Designs curriculum objectives incor- 1 2 3 4 5

poratig board of education recom-
meMdations.

/.

960

tV



- 15.

FREQUENCY

A;
f'.

14

3

0

.

1 2 3 4 5 188.

1 2 3 4 5 189.

1 2 3 4 5 190.

1 2 3 4 5 191.

1 2 3 4 5 192.

1 2 3 4 5 193.

1 2 3 4 5 194.

1 2 3 4 5 195.

1 i 3 4 5 196.

1 2 3 4 5 197.

1 2 3 4 5 198.

Collects suggestions from staff as to
the most effective methods for im-
plementing board of education recom-
mendations.

Assesses current school program in

light of board of education recoil-

mendations.

Chooses appropriate methods for in-
forming teachers of student rights
and responsibilities:-

Provides each teacher with a copy of_
system-wide and school policy hand-
books.

Selects an accounting system consis-
tent with State Department of Educa-
tion requirements.

Evaluates budgetary requirements
relative to school needs.

-Plans system for collecting and re-
cording financial data used to develop
budget.

Determines allocation of funds based
on school program area needs.

Plans individual teachef conferences
to discuss their instructional effec-
tiveness;

Period'-...ally observes teacher-student

classrof. interaction. -

Selects most appropriate procedures'
for assessing teaching method effec-
tiveness.

9

EFFECTIVENESS

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1- 2 3 4 5

1. 2 3 4 5

1 2 3 4 '5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4

1 2 3 4 5



FREQUENCY

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

EFFECTIVENESS

199. Discusses the services provided by
subject matter specialists with
teachers.

200. Arranges for classroom visitations by 1
subject matter specialists to observe
classroom practices and make recommen-
dations to teachers.

201. Plans in-service meetings for teachers 1
to familia.'me them with services

offered by subject matter specialists
employed by the school system.

202. Evaluates existing program goals to 1

determine if they are compatible
with system goals.

203. Appoints subject matter area commit- 1

tee to formulate goals and objectives
consistent, with school district goals.

204. Determines school programs needing 1

modification in order to be compatible
with system-wide goals.

205. Discusses system-wide goals with 1

staff.

206. Obtains copy of system-wid- goals 1

from central office.

207. Maintains up-to-date file of purchase 1

invoices.

20C. Batches allocation of school funds to 1

needs assessment data.

20,9. Evaluates accuracy of financial re- 1

\ cords.

210.- Plans school budgets according to 1

legal requirements.

211. Requests financial audits as required 1

by law.

98

r1/4

;
8

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4, 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4

2 3 4 5

2 3 4 5

16.



FREQUENCY EFFECTIVENESS
17.

g lf
P5
5r

44

%4

P5
Sr

1 2 3 4 5 212.

1 2 3 4 5 213.

2 3 4 5 214.

1 2 3 4 5 215.

1 2 3 4 5 216.

1 2 3 4 5 217.

1 2 3 4 5 218.

1 2 3 4 5 219.

1 2 3 4 5 220.

1 2 3 4 5 221.

1 2 3 4 5 222.

1 2 3 4 5 223.

1 2 3 4 5 224.

------------ ti

17

Obtains written receipts for all -1-

school funds received and dispensed.
-----

Discusses legal requirements affecting
budget expenditures with staff.

Maintains complete and accurate re- 1

cords of appropriated funds and ex-
penditures.

Assesses extent to which master 1

schedules reflect the optimal use of
staff resources.

Collects data on staff and curriculum 1

organization needs.

Requests recommendations from depart- 1

meats concerning the master schedule.

Designs curriculum organization for 1

the optimal utilization of staff.

Discusses with teachers character- 1

istics of environment conducive to
learning. 1

Visits classrooms to observe class- -1
room learning environments.

Judges which teachers need help in 1

designing better classroom environ-
ments.

Provides leadership staff with a
written description of their respon-
sibilities and duties.

Designs a communication system for 1

clarifying staff responsibilities.

Matches staff qualifications with 1

decision-making responsibilities.

93

2 3 4 5

2 3 4 5_

2 3 4 5

2--.3 4 5

2 3.4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4

3 4 5

2 3 4 5

2 3 4 5



FREQUENCY EFFECTIVENESS.

# ie

11

k
.

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

1 2 3

4 5 225. Decides which staff decision making 1 2 3 \4 5 -

responsibilities need clar ication.

4 5 226. Discusses job responsibilities with 1 2 3 4\ 5

staff.,

1

4 5 227. Maintains safe, secure, and confid- 1 2 3 41 5
1

ential records of test data.

4 5 2284, Requests teachers to identify students 1 2 3 4 5

in need of special diagnostic testing.

4 5 229. Discusses test results Witt. teachers. 1 2 3 4 5

4 5 230. Evaluates degree to which currently 1 2 3 4 5

used tests are measuring school ob-

jec'tives.

4 5 231. Collects information about school 1 2 3 4 5

plant needs from custodial staff.

4 5 232. Regularly reports on maintenance 1 2 '3 .4 5

problems and solutions to central

office.

4 5 233. Prioritizes school plant needs in 1 2 3 4 5

accordance with budget guidelines.

4 5 234. Develops systematic procedure for 1 2 3 4 5

reporting school maintenance problems.

4 5 235. Regularly discusses plant maintenance 1 2 3 4,.5

problems with custodial staff.

4 5 236. Requests appropriate authorities to 1 2 3 4 '5

conduct a periodic fire inspection.

4 5 237. Regularly makes informal inspections 1 2 3 4 5

of buildings ifia7grounds.

4 5 238. Maintains permanent record of daily 1 2 3 4 5

student attendance.

00



FREQUENCY EFFECTIVENESS,'

44 . xl
0

4) I
E..

0 ki
ik 44

41
41

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3' 4

1 3 4

1 2 3 4

1 2 3 4

1 2 3 4

5 239. Evaluates attendance trends in school 1

using student acedunting_data.

5 240. Plans a system of student accounting 1

and attendance.

5 241. Collects information on new students, 1

withdrawals, individual student days
absent, individual days present, and
average daily attendance.

5 242. --Maintains daily, weekly, and monthly 1

records of tardy students.

5-. 243. Reports chronic absentees to visiting 1

teacher.

5 244. Communicates monthly attendance report 1
to central office.

5 245. Decides on staff responsibilities for 1

smaintainirg student accounting and

attendance records.

5 246. Maintains attendance records according 1
to state guidelines.

5 247. Provides central office with justifi- 1

cation for school improvement recom-
mendations.

5 2487--Priorit4es needed facility improve- 1

ments.

5 249. Collects information from maintenance 1

persornel concerning condition of

physical facilities.

4 5 250. Evaluates data in end-of-year inven- 1

tory of school plant conditions in
order to make recommendations for
improvement.

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

V 3 4 5

2 3 4 5
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FREQUENCY EFFECTIVENESS

te

B.

A:
.4

iF

W

f.
p.,

#
#

A:7

.
,..

A..

t? P
A?

1

. ,

2

-...,

3 4 5 251.

1 2 3 4 5 252.

1 2 3 4 5 253.

1 2 3 4 5 254.

1 2 3 4 5 255.

1 2 3 4 5 256.

1 2 3 4 5 257.

1 2 3 4 5 258.

1 2 3 4 5 259.

1 2 3 4 5 260.

1 2 3 4 5 261.

1 2 3 4 5 262.

Assesses strengths and weaknepses of
varic .ls evaluation techinques, pro- 4,

ceduree, and instruments currently /)
being used in school:,."

-'''
,

,..

Selects appropriate,mcedurpifor
informing'itaff,,,pPrints, slid stu-

dents-of eva.luition policieil

`f
Plans in-service training to help
teachers deyelop skills neceh*ry for

instructionalnstructional problempy"

Observes teachers in clapsroomg in

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

order to identify instqotionolyzolaam..
......

blem solving skills eeeding,liprove-
ment.

20..

Periodically discusses classroom goals 1

with teachers.

Assesses staffs' understanding of 1

system policies and priorities.

Discusses system policies and de- 1

cisions with individual staff members.

Discusses system policies and prio- 1

rities with staff.

Obtains information regarding
current system pfiorities and poli-

cies.

Encourages teachers to work together 1

in modifying curriculum,

Schedules released time for teachers 1

to plan .for and revise courses during
regular school day.

Organizes faculty committees to eval- 1

uate curriculum content.

102

2

2

3 4 5

5 O

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 /5

2 3 4 5

2 3 4 5



FREQUENCY

1 2 3 4 5

1 2 3 4 5

1 .2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

3 4 5

O
W

EFFECTIVENESS

ti

ti
263. Determines curOculum areas needing 1

modification.

264. Schedules staf meetings to discuss 1

curriculum co ent areas where modi-

fication is a eded.

'

265. Assesses exte*t to which curriculum 1

content is peceived as being relevpnt
by studerrta, teachers, and business

and community members.

266. Appoints fact4ty committee to review 1

curriculum "tent and organization
and recommen4s needed chianges.

267. Discusses w;th teachers which pro- 1

cedures for evaluating both short and
long range fnsturctional objectives
are to be epployed.

268. Maintains a system for continuous re- 1

cording of achievement test data,
grades, an4 other evaluative informa-

tion.

269. Plans a syotem for evaluating student 1

progress toward instructional objec-
tives.

270. Periodica4ly evaluates student achiev- 1

ement usiig standardized tests.
f

,

t

271. Decides w at methods are to be used in 1;

evaluatin progress toward instructional

objectives.

I
1

272. Plans system forassessing special 1

needs of school children.
1

.

273. Discusse4 results of classroom obser- 1,

vations with individual teachers.

274, Discussed with teachers information 1

to be entered in permanent records.

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 '4 5

2 4 5

-2 a 4 5

2 3 4 5

21.



FREQUENCY

I
1 2 3 4 5 275.

1 2 3 4 5 276.

1 2 3 4 5 277.

1 2 3 4 5 278.

1 2 3 4 5 279.

1 2 3 4 5 280.

1 2 3 4 5 281.

1 2 3 4 5 282.

1 2 3 4 5 283.

1 2 3 4 5 284.

1 2 3 4 5 285.

1 2 3 4 5 286.

1 2 3 4 5 287.

O

Collects information from teaches
on whether they cah correctly interpret
data in student cumulative records.

Dist butes permanent folders to
teacher at beginning of year.

Discusses th teachers ,the neces-
sity of being "objective in using
peimanent records.

EFFECTIVENESS 22.

1 2 3 4

1 2 3' 4

1'2 3 4

Discusses with teachers the importance 1

of "confidentiality" of records.

Discusses *ith teachers policies 1

for keeping permanent records.

Meets with teachers periodically 1

to discuss individual children.

Discusses with teachers the import- 1

ance of keeping records up to date
and complete.

Makes records available to teachers at 1

all times.

Distributes policy statement to 1

teachers about the keeping of
permanent records.

Discusses with teachers information 1

to be included in student cumulative
records.

Maintains a secure place for storage 1

of cumulative records.

Decides appropriate information to be 1

included in student cumulative records.

Obtains student folder for each student
from former school.

5

5

2

2

2

2

2

2

2

2

2

1

3 At, 5,

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

3 4 5

2 3 1+ 5



xe,

FREQUENCY

ir

1 2 3 4 _5

1 2 3 4 5

I 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

A 2 3 4 5

1 2 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

EFFECTIVENESS

0

288. Devises guidelines for the inclusion 1 2 3 4 5

of information in cumulative records.

289. Evaluates student cumulative records 1 2 3 4 5

periodically to determine accuracy

and completeness.

290. Delegates authority for obtaining new 1 2 3 4 5

student records to appropriate staff

member.

291. Discusses with teachers school policies 1 2 3 4 5

related to the maintenance of student
cumulative records.

2924 Discusses curriculum content and organ- 1 2 3 4 5

tuition with staff.

213. Maintains written evaluations of all 1 2 3 4 5

personnel.

294. Discusses evaluations with individual 1 2 3 4 5

staff members.

795. Periodically assesses the accuracy of 1 2 3 4 5

data being gathered to be used in
staff tenure/dismissal decisions.

298. Designs procedures for evaluating 1 2 3 4 5

staff members.

2n7. Provides superintendent with written 1 2 3 4 5

recommendations regarding tenure/
dismissal together with supportive

documeptation.

218. Selects appropriate methods for 1 2 3 4 5

evaluating staff members.

298.\ Maintains records of individual 1 2 3 4 5

staff evaluation conferences.

inn. Periodically evaluates methods being 1 2 3 4 5

used to gather data to make staff
tenure/dismissal decisions.

23.



O

FREQUENCY FYFECTrGENESS
ry

1!

1 2 3 4 5 301

1 2 3 4 5 302

1 2 3 4 5 3n3.

1 2 -3 4 5 314

1 2 3 4 5 305.

1 2 3 4 5 30(.

1 2 3 4 5 307

1 2 3 4 5 3n8

1 2 3 4 5 30n.

1 2 3 4 5 lln.

1 2 3 4 5 311.

1 2 3 4 5 312.

1 2 3 '4 5 313

1 2 3 4 5 314.

Selects most appropriate staff 1

person to have, authority for
maintaining financial records.

Maintains daily financial records. 1

Maintains hot lunch program data. 1

Informs staff of their.record- 1

keeping responsibilities with
regard to governmental finandial
reports.

Collects financial information daily. 1

Requests annual audit of school's 1

financial records.

Periodically assesses accuracy of
financial records maintained for use
in governmental reports.

Maintains up-to-date financial data
file for all governmental reports.

Maintains record of average daily
attendance.

Plans system for collecting required
governmental financial data.

1

Determines which educational programs 1

need revision based on parent, teacher,
and student input. .

Discusses educational program changes 1

with parents.

Plans new educational programs with 1

central office personnel.

Discusses educational program changes 1

with teachers.

106

24.

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

0

2 3' 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 '5

2 3 4 5

2 3 4 5



FREQUENCY

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1\ 2 3 4 5

1 2 8 4 5

1 2 3 4 5

1 2 3 ,4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

2 3 4 5

--- ,

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

4

ZFFECTIVENESS.

315. Reviews student test data to deter- ,3.

mine need for new curricula.

316. Reviews community background, present 1

program, and current course offerings
to determine need for new curricula.

317. Discusses student interests with 1
teachers.

318. Attends scheduled inter- snd intra- 1

:school activities.

314. Attends PTO-PTA meetings.

32o. Provides supervisoty assistance for
school activities.

1

321: Organizes programs to involve parents 1

in school activities..

322. Selects methods most likely to 1

increase student attendance.

323. Discusses importance of regular 1

attendance with students, ct,machers,
and parents.

324 Checks student attendance data each day.)
, -

325. Discusses responsibility.for-collecting 1
student information with Staff..

32h.- Collects stud nt data requested by 1

,pupil personntl staff.
\

327. Evaluates appro riatenes of student 1

cumulative reco ' info tion basedrm
on needs of pupil) person-

i

el staff,.:, .

32P. Fills out census cards according to 1
federal and state guidelines.

329. Determines guidelines for inclusion 1

of infgrmatibon in student records using

established system politics.

33n. Discloses importdnce of confidentiality 1
of student records with staff.

1,07

2 3 4 5

2 3 4 5

2 3 .4 5

2 4 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 A 5

2 3 4 5

2 3 4 5

2 3 4 5

2 3 4 .5

2 3 4 5

2 3 4 5

2 3 4 5-

2

25.



FREQUENCY

1 2 3 4 5 331. Xiscusses information to be
entered on student records with
staff.

EnECTIVENESS

1 2

1 2 3 4 5 332. Devises a policy concerning access 1 2
to student information.

°.

1 2 3 4 5 333. Desir!ns aneasily aesessible student 1 2
information system.

334. Maintains a cumulative fol'er for 1 2
each student.

1 2 3' 4 c 335. Discusses student information 1 2

priorities with staff

1 2 3 4 5 336. Identifies and defines school
'problems by meeting with staff.

1 2 3 4 5 317. Determines Mich schoOl problems
are ,related to, long range system
plans.

1 2 3 4
0

5 338. Cs4auets a needs assessment to
identify existing school problems.

^s.

108

6

1 2

1.2

1 2

o

2E.

3 4 5

3 4 5

3 4 5

3 4 5

.

3 4 5

3 4

3 4 5

3 4 5



O

APPENDIX F

The Principal Performance Description Survey - Central Office Form

(Frequency and Effectiveness Scales)

'
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Principal

School

PRINCIPAL PERFORMANCE DESCRIPTION SURVEY - CENTRAL OFFICE FORM

A list of principal tasks is given below. Two scales are presented for
you to use in making judgments about the frequency and effectiveness of this
principal's performance of'each task. For the principal identified at the
top of the page, please read each statement and circle the appropriate number

- on the scale provided.

The effectiveness scale is to be used only if the frequency rating for a
statement is greater than 'a". For example, if you circle a "IlLon.the fre-
quency scale corresponding to NEVER, leave the effectiveness scale blank and
proceed to the next statement.

If you judge a-ra§Ic irrelevant for your principal, make no ratings on
_other scale for that task. Please rate each statement independently;
pink al"--,u* this principal's functioning on each individual item. Thank you
for your cooperatic.2'

FREQUENCY EFFECTIVENESS
.

N
W o

C.,4) I-I WE.--t C.)

C4
0

W

1

1 2 3 4 5 1. Selects most qualified personnel 1
from available applicants

1 2 3 4 5 2. Selects employees by matching ap- 1

plicant qualifications to job de-
scriptionS.

4 5 3. Informs central office of employee 1
selection decisions.

1 2 3 4 5 4. Reviews prospective employee ap- 1

plications in central office files.

2 3 -4 5 5. Requests central office to schedule 1

appointments for tentatively selected
employees.

1 2 3 4 5 6. Seeks clarification from central 1

office concerning salary schedules.

- IC
W

>-1

P

2 3 4 5,

2 3 4 5

2 3 4 5

2, 3 4 5

2. 3 4

'2 3 4 5



FREQUENCY EFFECTIVENESS

1 2 3 4

1 2 4

1 2 3 °4

1 2 3 4

1 2 3 -11

1, 2 3 4

3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 3 4

1 2 -14

1 2 3 4

V
w ,

t? 17
-1,4 c

). g / fa

0 4.

f5

5.- 7.

5 8.

5 9.

5 10.

11.

5 12.

-S-- 13.

5 14.

5 15.

5 16.

5 17.

5 18.

5 19.

f 5

Reports chronic absentees to visiting 2 3 4 5
teacher.

Communicates monthly attendance re- 1 2 3 4 5
port to central office.

Fills out census cards according to 1 2 3 4
federal and state guidelines.

Requests annual audit of school's 1 2 3 4 5

financial records.

Obtains -arification of legal mar- 1 2 3 4 5

dates from central office.

Designs internal bookkeeping system 1 2 3 4 5

with appropriate personnel.

Regularly reports on maintenance 1 2 3 4 5

problems and solutions to central'
office. --

Confers with superintendent about 1 2 5 4 5

current and projected staffing needs.

Submits written report of staffing 1 2 3 4
needs to superintendent together with
supporting documentation. _

Provides central office with justifi- 1 2 3 4 5

cation for school improvement recom-
mendations.

Informs in writing central office of 1 2 3 4 5

instructional materials and equipment
needs.

Follows requisitioning procedures 1- 2 3 4 5

specified by central office:

Requires annual financial audit of 1 2 3 4 5
school records.

1 1 1

2



3

FREQUENCY EFFECTIVENESS

Pi
sr t4

Et1

L:0

1 2 3 4 5 20.

1 2 3 4 5 21.

1 2 3 4 5 22.

1 2 3 4 5 23.

1 2 3 4 5 24.

1 2 3 4 5 25.

1 2 3 4 26.

1 2 3 4 5 27.

1 2 3 4 5 28.

1 2 3 4 5 29.

1 2 3 4 5 30.

1 2-3 4 5 31.

A'
I-,

41 E.

f-t
a'

444
U

V

Collects fiscal information required 1

by superintendent.

Reports required fiscal audit infor- 1
mation to superintendent.

Submits quarterly financial reports 1
to central office.

Collects information on budgetary 1

guidelines from central office.

Plans school budgets according to 1

legal. requirements.

Implements purchase requests within 1

limits imposed by line-item in
authorized budget.

Maintains up-to-date and accurate 1

accounting records.

Provides superintendent with Written 1

recommendations regarding-tenure/
dismissal together with supportive
documentation.

Plans along with system-wide cur- 1

riculum director in-service program
for teachers on methods useful in im-
plementing system goals.

,Discusses maintenance problems with 1

superintendent.

Requests superintendent to visit 1

school to inspect physical facilities.

Files maintenance requisitions with 1

superintendent.

112

Ca

Pi
sr

2 3 4 5

2 3 4 5

2 3 4 5

1 3 4 5

2 3 4 5

2 3 4 5

2 3 4 -6

2 3 4 5

2 3 4. t5

.2 3 4 5

2 3 4

2 3 4 -5



FREQUENCY

1 2 3 4 5 32.

1 2 3 4 5 33.

Reports recommendations regarding

prospective employees to superinten-
dent in writing.

Discusses recommendations regarding
prospective employees with superin-

\ tendent.

113

EFFECTIVENESS

gl
,--1
E.,

W C,-,t, k.
R iq

,..

47
14

SI

1 2 3 4 5

1 2 3 4 5

ti

4



APPENDIX G

The Principal Effectiveness Rating Scale

Form for Superintendents ,---

3

1 1. 4

I.

0 1

4.
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11111111111111117FOR THE SUPERINTENDENT:

We would greatly appreciate your cooperation in assessing the functioning
of , Principal in a
variety of areas of responsibility. Please be assured that at no time will
these ratings be seen by anyone other than the research staff of Project
R.O.M.E.

These areas of responsibility are given below together with some of
the functions included in each area.

Curriculum and Instruction - _arriculum designs, instructional objectives,
instructional materials, instructional evalua-
t!oq methods, testing programs.

Staff Personnel -'Organizational responsibility, teacher evaluation, teacher
use of media, staff involvement in school policy decision-
making, stiff development.

Student Personnel - Pupil personnel services, student activity programs,

student attendance, student consultive records, student
orientation, student discipline.

:Support Manageinent - School plant facilities, legal mandates.

School - Community Interface - Parents and local community.

Fiscal Managernent -
.

Ty2quixed government reports, financial resources and
Staffing needs, instructional materials and equipment,
budgets, fiscal audits.

SysteM-WiAePolioies and Operations - Staff dismissal and tenure, compati-
bility of schools goals and objectives
with state system, and board of educa-
tion.

While the prinpipals in your system may not shave major responsibilities
in all of the above areas, to the extent that they do have some responsi-
bility in each of the areas you can value valid judgments on each of the
items below.

, In comparison to an optimally functional principal, how would you rate
this particular princ7pal on each statement below? Check the one category
next to each area of responsil,ility you think most closely describes this
principal.

Please rate each statement independently using the model of an ideal
principal as ypr refei'ent point.

11.5
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A. How effectively does this principal COLLECT DATA (e.g., conduct needs
assessments; gather input from staff, students; parents, and central
office; identify resources; etc.) compared to the optimally functional
principal in each of the following functional areas?

-. 1. Curriculum and InS.truction

2. staff Personnel

3. Student Personnel

4. Support Management

5. School-Community Interface

E. Fiscal Management

7. Syt:Wilide Policies and Operations-
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R. How effectively 44s-this principal PLAN (e.g., organize inservice pro-
grams; ,lesign testing programs; schedule conferences and meetings;
design Curriculum and individualized programs; develop personnel selec-
tion priorities; etc.) in each of the following areas?

8. Curr7culum and In

Start: Pars, -nnel

10. Student Personnel

11. _Support Management

12. School-Community Interface

13. riscal Marlagement

t14. aid Operations

1 1- 6
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C. How ffectively does this principal COMMUNICATE (e.g., discuss problems,
plans pertinent information with staff, students, parents, and central
office) in the following areas?

15. Curriculum and Instruction

16. Staff Development

17. Student Personnel

4
18. Support Management

19. School-Community Interface

20. Fiscal Management

21. System-Wide Policies and.Operations
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D. How effectively does this principal MAKE DECISIONS (e.g., assign respon-
sibility to staff; select appropriate evaluation methods; select best
methods for communication; determine allocation of resources; etc.) in
each of the following areas?

22:- Curriculum and Instruction

23. Staff Personnel

24. Student Personnel

?5 Support Management

26. School-Community Interface

27. .Fiscal Management

28. System-Wide Policies and Operations
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E. How effectively does this principal IMPLEMENT carry out decisions;
make appropriate appointments; put plan a nto action; etc0 in each of
the following areas?

29. Curriculum and Instruction

30. Staff Personnel

31. Student Personnel

32. Support Management

33. School-Community Interface

34. Fiscal Management

35. System-Wide Policies and Operations
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P. How effectively does this principal EVALUATE (e.g\ assesses effectiveness.
and impace to programs, policies, decisions made,)etc.) in each of the
following areas?

36. Curriculum and Instruction

37. Staff. Personnel

38. :;tudent Aersonnel,

39. Support Management

40. School-Community Interface

41. Fiscal Management

42. System-Wide Policies and Operations
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G. On a scale from 1 tp 11, how would you evaluate the over-all performance
of this principal compared to an IDEAL principal?

(Circle Appropriate
Uumher) 1 2 3 4 5 6 7 8 9_ 10 11

Extremely Extremely

Ineffective afective

1 1 9


